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PRINT APPROVAL ABSTRACT

Emergency Medical Services Instructor Training Program:

National Standard Curriculum

NHTSA has assumed the responsibility for the development of
training courses. In order for DOT curricula to meet the
needs of the constituency it must serve, curricula must be
accurate and current. Recognizing the lack of
standardization and the limited background of EMS
instructors, NHTSA produced in 1986 the first edition of its
Emergency Medical Service Instructor Training Program.
NHTSA has now completed a revision of the 1986 curriculum.
The new curriculum focuses on strategies for teaching
assessment based curricula and ensures that modern
curriculum development and adult education principles are
utilized.




We welcome your comments and suggestions. Please direct them to:

National Highway Traffic Safety Administration
(NTS-42)

400 7th Street, S.W.

Washington, D.C. 20590
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The National Highway Traffic Safety Administration (NHTSA) has played a critical
role in the establishment of national standards for improving the management and
delivery of Emergency Medical Services (EMS] in the United States. Thanks to
NHTSA's leadership, significant improvements in EMS legislation, funding, and
State and local management have been made. One of NHTSA's most important
contributions has been the establishment of national standards for training.

In this capacity, NHTSA assumes responsibility for both developing and revising
training programs to insure they are responsive to the standards established by the
Highway Safety Act of 1966 (amended). NHTSA also intends that these courses
be of the highest quality, be based upon the most up-to-date technical information,
and include proven, yet innovative, instructional strategies.

To this end, NHTSA supported the revision of the 1986 Instructor Training
Program. In States where instructor certification is required, NHTSA is hopeful that
this course will meet and exceed certification requirements.

The success of any course depends substantially on the caliber of the instructors
delivering the training. This underlines the critical role the Instructor Training
Program plays in the overall curriculum.

NHTSA wishes to thank Analysis & Technology, Inc. (A&T) for their coordination
of this project.

NHTSA also acknowledges each individual in the Curriculum Development Group
(CDG) for their invaluable assistance in the development and review of these
materials. As representatives of prominent EMS organizations, the significance of
the input from the following CDG participants cannot be underestimated:

Dr. Thomas Blackwell, National Association of EMS Physicians

Mr. Phil Dickison, National Registry of EMTs

Ms. Gail Dubs, National Council of State EMS Training Coordinators

Ms. Deborah Henderson, National EMSC Resource Alliance

Mr. Patrick Moore, National Association of Emergency Medical Technicians
Ms. Ruth Oates-Graham, National Association of State EMS Directors
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This publication is distributed by the U.S. Department of Transportatlon (DOT) Natlonal
Highway Traffic Safety Administration (NHTSA), in the interest of information exchange. -
The opinions, findings, and conclusions expressed in this publication are-those of the
author(s) and not necessarily those of NHTSA/DOT. The United States Government
assumes no liability for its contents or use thereof. ‘If trade or manufacturer's names or
products are mentioned, it is only because they are considered essential to the objectives

Government does not endorse products or manufacturers

of the publication and should not be construed as an endorsement' The_Unlted States B '
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Introduction

The EMS Instructor Training Program: National Standard Curriculum focuses on
those skills necessary to successfully present any of the DOT NHTSA EMS
courses. The course provides a solid foundation in learning theory, yet moves
directly into hands-on application. With the emphasis on practical skill
development, Instructor Trainees will complete the course with the confidence that
they can successfully teach any course in the National Standard Curricula for which
they are technically qualified. :

The course is designed as a series of interactive lessons, facilitated by you, the
instructor. This Instructor Guide contains the information you will need to teach
the course. A Course Guide, which contains information and materials necessary
for course administration, and the Student Guide complete the curriculum package.

The course is presented using transparencies, a flipchart, and other support

materials (see the Course Materials section). Participants follow along and take

notes using the accompanying Student Guide. Included throughout the course are

group discussions, individual exercises, and scenario-based roleplays that allow
’ participants to apply their developing instructor skills.

NOTE: Many activities will require pre-class preparation of materials. Additionally,
each lesson begins with a presentation of the Lesson Objectives, using a flipchart
page prepared before class.

The information that follows will familiarize you with the structure of the course,

explain the teaching strategies that may be used, and inform you of preparations
that you should make prior to teaching the course.

Course Goals
At the completion of this course, the participants will be able to:

® Organize and prepare curriculum materials for presentation

®m Effectively deliver each lesson contained in the curriculum, as measured by
overall student performance on training objectives

B Prepare instructional aids which will increase the effectiveness of the training

ERIC
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® Ensure that all necessary equipment and materials necessary for student
learning are present and operational

® Evaluate student performance and provide corrective feedback to improve
subsequent performance

® Provide a mechanism for evaluating the training program’s effectiveness
® Obtain the appropriate curriculum package developed by NHTSA

Specific objectives for each lesson in the Instructor Training course are listed in the
Overview section at the beginning of each lesson in both the Instructor Guide and
the Student Guide.

Course Topics
1. Introduction

Introductory Remarks
Lesson Objectives
Course Schedule
Administrative Details
Course Objectives
Course Expectations

2. Instructor Roles and Responsibilities

® |ntroduction to Various Roles

® Problem Students and Challenging Situations

® Positive, Constructive, and Corrective Feedback
® Team Teaching Guidelines

® |nstructor Attributes

12
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3. Legal Issues

Harassment

Discrimination

Americans with Disabilities Act of 1992 (ADA)
Confidentiality

Negligence

Occupational Health and Safety Act (OSHA)

4, The Adult Learner

® Learning Theory

® Characteristics of Adult Learners
® Learning Styles '

® Skills for Success

5. Creating an Effective Learning Environment

Assess Your Audience
Assess the Physical Environment

.
.

‘ 8 Room Setup
.

Classroom Management
6. Objectives

Overview of Training Design and Development
Preparing to Teach Existing Curriculum’

Learning Objectives

Learning Domains

Writing Useful Objectives

Getting Started —Determine Your Lesson Objectives

7. Evaluation

® Purposes of Evaluation

8 Evaluation Instrument Development Principles

® Cognitive Test Item Development

8 Affective and Psychomotor Test Item Development

® Getting Started —Create Your Evaluation Instrument(s)

The EMS Instructor Training Program: National Standard Curriculum
E MC National Highway Traffic Safety Administration, 12/95 1 3




8. Instructional Strategies and Methods

Parts of Instruction
Teaching Methods

Getting Started —Decide on Your Methods
Communication and Presentation Skills

Questioning Techniques

9. Media

Media Selection

Instructional Value of Media

Principles of Design

Teaching Aids—Prepared and Spontaneous
Getting Started —Create Your Own Teaching Aid(s)

10. Lesson Plan Development

Overview
Components

Examples of Lesson Plans
Getting Started—Develop Your Lesson Plan

Putting It All Together—Final Presentations

Final Presentations

Peer/Instructor Feedback and Evaluation of Presentations
Review of Course Objectives

Course Evaluation

14

The EMS Instructor Training Program: Nationai Standard Curriculum
National Highway Traffic Safety Administration, 12/95




e o |NSTRucT:'dR“T’G’u'1‘DE‘mFoRMA‘TloN_I]

Instructor Guide Information

This Instructor Guide has been developed to assist you in presenting the course
material. Each lesson contains introductory and summarizing material, as well as
detailed lesson plans, instructional content, requirements, and guidance for
teaching each lesson. The list that follows explains certain features of the
Instructor Guide.

B Format

The Instructor Guide is organized in a two-page format, side-by-side, in which
the left page and the right page serve different purposes. The left page
provides you with everything you need to teach the lesson, in the form of
Instructor Notes and the Lesson Plan outline.

The right page provides Additional Information, designed to be read before
class. It precisely parallels the left page outline, and supplies in-depth
information on each topic introduced.

B Instructor Notes

The Instructor Notes column provides teaching suggestions, prompts for using
support materials, activity references, and hints for facilitating discussions. Do
not be put off by the rudimentary nature of some of these notes; they are
designed to assist even the most novice instructor to prepare and present the
lesson effectively. For example, questions have been included throughout each
lesson. It is expected that as experienced instructors read through the lesson
before class, they will generate additional and replacement questions, thus
creating their own, customized instructor notes. The more this Instructor
Guide becomes your own working presentation tool, the more it has achieved
it's intended purpose.

m  Additional Information

The additional information provides sufficient background knowledge so that
even if an instructor is unfamiliar with a particular topic, no additional research
is necessary to teach. For those who would like to pursue course topics
further, sources are cited at the end of each lesson, as References. Additional
Resources, though not direct sources, relate to the subject matter and have
been compiled for your convenience.

The EMS Instructor Training Program: National Standard Curriculum 5
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B |cons
Throughout this Guide you will see the following icons:
The clock icon appears at the beginning of each lesson. Time frames

are given suggesting about how long it takes to present the lesson
and how long to allow for activities.

This icon prompts you to ask a question. When applicable, answers
to the question will appear in italics.

This icon alerts you that there is a corresponding transparency for this
material. Transparencies are numbered by lesson and sequence; e.g.
Display Overhead #4-5 refers to the fifth transparency in lesson four.
A reduced version of the overhead appears in the Lesson Plan outline.

This icon signals the use of a flipchart. Be sure to label the flipchart
with the topic listed in the instructor notes.

This icon tells you to conduct an activity at this time. The Instructor
Notes, Lesson Plan outline, and Additional Information contain most of
the information you will need to conduct an activity. Additional
materials for each activity are provided in Appendix A as needed.

The handout icon prompts you to distribute a handout. Check the
Instructor Notes for details regarding where the handouts are located
in the Instructor Guide. Reproduce sufficient copies prior to class.

18
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B Transparencies

A paper copy of each transparency is located at the end of the lesson. These
pages can be used to confirm that you have a copy of each transparency and
help you to organize the overheads prior to class.

B Appendices

A Table of Contents is included for Appendix A, Activity Materials and B,
References.

Appendix A is the only appendix in the curriculum that differs in the Instructor
and the Student Guide. The Instructor Guide version of Appendix A contains
complete instructions for the instructor and materials to be distributed. These
require reproduction or preparation before class.

Appendix B is comprised of references that are used during many of the course
activities and may serve as Job Aids after the course as well. Please take a
moment to familiarize yourself with these important resources.

‘ Appendix C is a list of Information Resources. Appendix D furnishes the most
current curricula and ordering information available from DOT/NHTSA.

The EMS Instructor Training Program: National Standard Curriculum 7
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Guidelines for Instruction

This course is designed to be interactive at all times. Instructional strategies and
methods that will encourage student involvement are provided in Lesson 8. Please
review this lesson thoroughly before teaching the course.

® Room Configuration

The instructor should arrange the classroom in a manner that will increase the
interactivity and informality of the discussions. Suggested _seating
configurations include sitting in a semi-circle, around a large conference table,
or around several smaller tables. Throughout the course, there are
opportunities to leave your position as a stand-up facilitator, and join the
seating configuration of the class. Suggested room arrangements and the
potential benefits of each can be found in Lesson 5, Creating an Effective
Learning Environment.

®  Questioning Techniques

The effective use of questioning is a primary means to create a participatory
learning environment. Instructors are expected to direct questions to the
participants at the beginning, throughout, and at the end of each lesson. The
instructor will use the answers provided by the participants to initiate and
guide each lecture period. The impact of effective questioning on learning
cannot be underestimated; a section has been devoted to the various
techniques and expected outcomes in Lesson 8.

® Exercises and Discussions

Exercises and discussions are used throughout the course to reinforce
knowledge and practice the skills expressed in the learning objectives. Specific
information about how to conduct these learning events is given in the next
section, Overview of Course Activities, and/or in the Instructor Notes as part of
the Lesson Plan. Materials necessary to conduct the exercises and more
complete instructions, if necessary, are located in Activity Materials,

Appendix A.

18
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Overhead Transparency/Flipchart Use

In this course, the frequent use of discussion as a training method requires
you, the instructor, to document much of what is said. ' In addition to
reinforcing key points, this also gives you the opportunity to cull out inaccurate
information. Students who are taking notes tend to record only what you have
documented.

Either the overhead or the flipchart can be used for this purpose. The flipchart
has an advantage over the overhead because you can tape the flipchart pages
to the wall for future reference. But whether you use blank transparencies or
the flipchart, remember to label them using the titles provided in the Instructor
Notes. Titles serve to focus the discussion and cue participants to
accompanying material in the Lesson Plan outline. Later in the course, perhaps
during an exercise, students can refer back to the discussion results. The titles
will help students find the information they are looking for quickly and easily.

Small Group Facilitation

In this course you will see the small group concept used in two different
ways—for roleplay activities and for discussion. In both cases, basic
guidelines for small group organization apply. Listed below are some tips that
will help you to structure small group interaction to derive maximum benefit.
Refer to the next section, Overview of Course Activities, for detailed
instructions about how to conduct the roleplay activities.

» Guidelines for Discussion Groups

Randomly divide the class into small groups of 3-5 people. Ensure that
people who know each other are in different groups. Remind the
participants that everyone should speak once before anyone speaks twice
during small group discussions. Then, instruct the group to select a
facilitator, reporter, and timekeeper.

> Facilitator. The facilitator will read the questions aloud to the group.

> Reporter. The reporter will take notes and summarize the discussion
results for the entire class.

NOTE: All students should take notes during the discussion even though
only the reporter will report the results to the class.

The EMS Instructor Training Program: National Standard Curriculum 9
National Highway Traffic Safety Administration, 12/95
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> Timekeeper. The timekeeper should observe and enforce the time
constraints of the discussion.

NOTE: The position of timekeeper is a vital one. You will notice that the
allotted time may occasionally appear to be short. The purpose of
keeping the exercise short is to maintain the momentum of the class and
to provide time to complete all of the materials. Timekeepers ensure that
small groups stay on track and focus on the activity.

You should periodically rotate these roles within the group, for example,
with each new small group discussion/exercise. This requires students to
develop new skills; people tend to stick with roles in which they feel
most comfortable. Additionally, change the configuration of the groups
occasionally by moving individuals clockwise from one small group to
another. This is particularly helpful in long term classes; the opportunity
to get to know new people creates a more stimulating atmosphere.

20
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Overview of Course Activities

m "Getting Started” and "Putting It All Together"
The overall strategy for this course is hands-on practice in preparing and
presenting instructional materials. Thus, an evolving activity has been
designed which culminates in the Final Presentations.
Components of this evolving activity have been included in Lessons 6—10.
Each component deals with an essential element of training delivery and is
listed here:
» Getting Started—Determine Your Lesson Objectives
» Getting Started—Create Your Evaluation Instrument(s)
» Getting Started—Decide on Your Methods
» Getting Started—Design Your Own Teaching Aid(s)
» Getting Started —Develop Your Lesson Plan
Each "Getting Started" exercise has been designed to prepare Instructor
Trainees to teach. As the final test of these newly acquired skills, students
will deliver a half-hour lesson segment. These presentations are vital to the
Instructor Training Course strategy and represent a substantial portion of
overall course time.

®  Additional Activities and Exercises
In addition to the "Getting Started" activities, which are specifically designed
to prepare students for the Final Presentations, exercises have been included
whenever possible to help students apply what they have learned, to illustrate
the material presented, and to promote an interactive learning environment.
Many activities are designed to give new instructors a chance to practice
various aspects of instruction and public speaking. For example, the "reporter"
for a small group must organize material and present it to the class. The
"observer” of a skill demonstration must rate performance. Be aware that this
practice is necessary to develop competence and assign the role to the more
reticent students rather than letting the stronger members take over.

The EMS Instructor Training Program: National Standard Curriculum 11
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» Roleplays, Mini-Presentations, and Demonstrations
> Preparation

NOTE: Copy the roleplay cards in Appendix A for distribution at the
appropriate time during the course. These cards appear in the Instructor
Guide only. Duplicate the scenario pages before class, cut out the
scenarios, and then separate the instructor cards from the student cards
for distribution.

For the demonstration (Teach a Simple Skill, Lesson 6) and the mini-
presentation in Lesson 8, reproduce enough copies of the demonstration
checklist and the mini-presentation checklist for each presenter to get
feedback from the Instructor Trainer and all observers. The checklists are
included in Appendix B, References.

> Organization
Randomly divide the class into small groups of 3-4 people. Ensure that

people who know each other are in different groups. For smaller classes,
a pair of students can enact the roleplay at the front of the room.

Tell the group to select an instructor, a student, and one or two
observers. Rotate these roles within a group.

Student. The participant should enact the student role.

Instructor. The participant should enact the instructor role using the
principles learned in the lesson.

Observer(s). The observer(s) should watch to determine if the targeted
instructor skills are being portrayed and use the checklists to record
feedback. ,

> Implementation

Provide a topic or distribute the activity cards. The student roleplay cards
contain more specific information about the scenario than the roleplay
cards for the instructor. To ensure a real-life, spontaneous roleplay, it is
important that roleplay participants not share the instructions on the
cards with each other.

22
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> Evaluation

The observer(s) should then be prepared to share their observations with
the Instructor Trainee who enacted the instructor role, using the
guidelines for effective feedback in Lesson 2 as a guide. Give
participants a few minutes to review the forms and then collect these
informal evaluation tools. This type of documentation is an important
part of the ongoing evaluation process.

References (Appendix B)

Many references have been developed specifically for use during this course and,
even more importantly, for use as Instructor Trainees begin to teach. They can be
found in Appendix B, References, in both the Student and Instructor Guides.
Please review these materials and encourage students to use them whenever
applicable throughout the course, such as during roleplays and for completing
activities.

. Course Materials

The following materials, equipment, and supplies are necessary to conduct the
Instructor Training course:

B |nstructor Guide(s) ® Flipchart stand/pad

B Student Guide(s) B Flipchart markers

B QOverhead projector ® Whiteboard and/or blackboard

B Blank transparencies ® Whiteboard markers and/or chalk
®m Slide projector and carousel ® Masking tape

B Projection screen ® Paper, pens, etc.

® Extension cord B Film projector

Additional recommendations, if available:

® Computer ® TV/VCR (extremely desirable)
B LCD display panel B Video camcorder (extremely desirable)
B Laser pointer ®  Monitor, blank tapes

The specific requirements and additional recommendations for each lesson are

‘ listed at the beginning of each lesson plan in the Instructor Guide.
The EMS Instructor Training Program: National Standard Curriculum 13
Q National Highway Traffic Safety Administration, 12/95
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Student Evaluation

The EMS Instructor Training Course includes several means for assessing student
achievement of objectives. The primary source for evaluation is the student’s
performance in developing and presenting a lesson plan, and a comprehensive
presentation evaluation form has been provided in Appendix B for that purpose.

B Informal Evaluation Opportunities

However, the quality of student participation in instructional activities, question
and answer sessions, and class discussions should also be noted as part of the
assessment process. Therefore, the instructor is encouraged to take
advantage of informal evaluation opportunities throughout the course.

Suggested evaluation strategies are specified in the Instructor Notes, and
sample checklist(s) have been provided in Appendix B for recordkeeping
purposes.

®  Additional Written Tests

Additional written tests may be developed by the Instructor Trainer to evaluate
end-of-lesson or end-of-course objectives as deemed necessary. Each student
must demonstrate attainment of knowledge and skills in each area taught in
the course. It is the responsibility of the Instructor Trainer to assure that
students attain proficiency in each topic area before they proceed to the next
area.

B Requirements for Course Completion
Student requirements for completing the course are as follows:

» Skills. Students must demonstrate skill proficiency as described in the
lesson objectives

» Knowledge. Students must demonstrate content knowledge comprehension
as described in the lesson objectives

» Attitude. Students must demonstrate conscientiousness, interest, and
enthusiasm in the course

24
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» Attendance. Students should be required to attend all lessons. The
Instructor Trainer should establish an attendance policy prior to course
delivery and should communicate that policy to students during the first
session. Attendance is required at all tests and evaluation sessions. At the
discretion of the Instructor Trainer, special examination sessions may be
provided for students who miss tests for valid reasons.

If, after counseling and remediation, a student fails to demonstrate competence
in specific knowledge and skills, or to demonstrate an appropriate attitude, the
student should not be permitted to pass the course. The level of knowledge
and skills attained by a student in the classroom will be reflected in his or her
performance on the job.

® Evaluation of Post-Instruction Performance

Since the primary objective of the course is to develop the student’s ability to
teach EMS courses, the ultimate indication of program effectiveness is how
well the student subsequently performs as a course instructor. Each state
should develop a comprehensive program for evaluating competency.

‘ If at all possible, the Instructor Trainer should plan to evaluate each student’s
performance as an instructor of a DOT/NHTSA EMS curriculum package. This
can be accomplished in one of several ways, depending upon state or local
practice. The Instructor Trainer could sit in as a reviewer on the first course
for each new instructor. Or, s/he could volunteer to assist during initial
training experiences. New instructors could be required to do some student
teaching prior to being a lead instructor. An option at the local level is to
confer certification after the instructor candidate successfully presents their
first course.

®  State-Specific Requirements

Additional qualifications may be imposed by the State or area in which the
curriculum is given. In the event that the curriculum is offered by a college or
university and credits are given for successful completion, additional
restrictions may apply. The Course Administrator should contact the State
EMS office prior to conducting the Instructor Training Program to be certain
that all requirements are met.

The EMS Instructor Training Program: National Standard Curriculum 15
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Program Evaluation

An ongoing evaluation process is critical to identifying deficiencies in the course.
The primary method of objectively evaluating the Instructor Training Program’s
effectiveness is through student performance during and post-instruction, as stated
above. In addition, students should be asked for feedback.

® Course Evaluation Form

An evaluation form is provided in Appendix B so students can react to the
course in terms of relevance of content, usefulness of learning activities,
potential for transfer of learning to performance, and instructor effectiveness.
Make a copy of this form for distribution during the last class session.

The Course Evaluation Form should be administered at the end of the course.
The information gathered can then be used to refine instructional strategies,
adjust time frames, modify classroom design, and address facility issues for
future courses.

® Lesson Evaluation

Additionally, the Course Evaluation form can be easily modified to solicit
lesson-specific feedback. When administered after each lesson, the evaluation
form will more discretely assess program strengths and weaknesses. This is
highly recommended, and a sample End-of-Lesson Evaluation Form is included
in Appendix B as well.

26
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OVERVIEW

Suggested instructional time for this lesson: 1/2 hour

Introduction

This lesson opens the Instructor Training Program with welcoming remarks from
the instructor(s) and/or course administrator, as well as student introductions.
Depending upon local practice, a class roster may be circulated and initialed for
registration purposes.

This lesson is intended as a learning experience for the Instructor Trainees. It
provides a model for an appropriate way to open a course. The instructor will lead
a guided discussion regarding the significance of each component of the
introductory lesson.

Lesson Objectives

Through group discussion and question and answer sessions, the EMS instructor
trainee will be able to:

B State the purpose and goals of the Instructor Training Program

B List the elements of an appropriate course introduction
B Explain the purpose and desired result of each element of the introduction

Lesson Materials

B Overhead projector and screen
®  Flipchart and markers

Instructional Strategies
B Lecture

B Discussion
® Question and answer

The EMS Instructor Training Program: National Standard Curriculum ‘ 1-1
National Highway Traffic Safety Administration, 12/95

28



INSTRUCTOR NOTES LESSON PLAN

l. Introductory Remarks
A. Registration

B. Welcoming remarks
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ADDITIONAL INFORMATION

l. Introductory Remarks

A. Registration

It is important that a member of the teaching staff greet students as they
arrive. The teaching staff should determine in advance who will open the
first session, the staff members who plan to attend, and what each person’s
responsibilities will be. As students arrive, say something like this, "Good
morning, and welcome to the National Standard Curriculum: Instructor
Training Program. My name is

Whether the course administrator, the lead instructor, or the educational

facility handles registration, it is important for the instructor to keep accurate

attendance records. Obtain a list of those enrolled prior to the first class, and

use it as a sign-in sheet. The premise here is that formal registration will

have occurred prior to start time for the first session, and that the instructor

is simply confirming attendance. Ask students to verify spelling and write
‘ their initials next to their name.

B. Welcoming remarks

As you circulate the class roster, you can begin the class. Start by giving the
students a framework from which to view the coming program. In
instructional jargon, that’s known as an "advanced organizer." It helps
students mentally prepare for what is ahead. Let them know the purpose of
the course and something about how those goals will be accomplished.

For this course, the advanced organizer might sound something like this:

The purpose of the Instructor Training Program is to equip you, the Instructor
Trainee, with the skills and tools you will need to conduct training effectively.
You will be encouraged to participate in discussions and exercises that are
designed to develop those skills. We will discuss the unique characteristics
of adult students, and the theory that underlies a comprehensive instructional
program. You will apply this theory as you walk through each step in the
design, development, and delivery process, creating your own lesson plan as
you go. By the end of our 40-hour course, you will actually teach your
fellow trainees a portion of a lesson from the National Standard Curricula
EMT-Basic Course. But before we go any further, let’s take a moment to

‘ introduce ourselves.

The EMS Instructor Training Program: National Standard Curriculum 1-2
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gla Conduct activity C. Staff/student introductions

1. Activity 1.1—Ilcebreaker

The purpose of this activity is
to introduce participants to 2. Student motivation for attending
each other, begin the training
on an upbeat, "fun" note, and
give participants their first
experience with speaking in
front of this group.

Summarize the activity by
telling participants that in this
exercise they talked for one
and a half minutes on a topic
they probably knew nothing
about and hadn't prepared for.
In teaching EMS courses they
will know their subject matter
and will be well prepared.

31
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ADDITIONAL INFORMATION

C. Staff/student introductions

One essential component of a course opening is the introductions. After you
have said hello and presented a brief overview of the course, the lead
instructor or the course administrator should introduce everyone on the staff
that is present. Introductions should include relevant information regarding
credentials and experience. Student introductions can be accomplished
through the use of the following activity.

1. Activity 1.1 —Icebreaker

Ask participants to write down their favorite hobby or activity (other than
EMS), and to fold the piece of paper.

Collect participant responses. Place them in a box, hat, or other container.

Ask each participant to choose one piece of paper (and to let you know if
they have chosen their own; every participant should have an activity that IS
NOT their own).

Explain that each participant will introduce him or herself, describe their
length and type of service, then talk for one and half minutes on the subject
on the piece of paper.

Time participants. They will probably want to stop before time is up.
Encourage them to keep going.

After the exercise, debrief. Ask participants what it was like to talk on an
unfamiliar topic and what would have made the experience better.

2.  Student motivation for attending

Student motivation is an important component to successful training. Find
out such things as: Why are your students here? Is the training mandatory
or voluntary? Are they excited about the subject matter? Are they full-time,
paid EMS professionals, or are they volunteers who are attending training on
their own time?

These are important questions to be answered at the beginning of a course

‘ since the answers could affect how you present material, and/or how much
The EMS Instructor Training Program: National Standard Curriculum 1-3
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LESSON PLAN

Write on flipchart

Go over the lesson objectives
using a prepared flipchart
page.

Take a moment to go over the
contents of the Student Guide.

Il. Lesson Objectives

m State the purpose and goals of the
Instructor Training Program

m List the elements of an appropriate
course opening

m Explain the purpose and desired result
of each part of the opening

lll. Student Guide

Course Overview
Lessons 1-10
Final Presentations
Appendices

33
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material you cover. For example, if you have a highly motivated group, you

.may go through the course faster than anticipated. In this case, you should

restructure the course to add more in-depth information, and/or to include
more practical exercises.

If a group is unmotivated, find out why. Address the issues whenever
possible. Enlist the students’ support in making the course more fun and
interesting. Control is important to adult learners. [f you can persuade them
that they influence what occurs, they may work with you instead of against
you to create a more productive learning experience.

Lesson Objectives

Lesson objectives are presented at the beginning of each lesson in the
Instructor Training Program. This gives you, the instructor, the opportunity
to let the students know exactly what they should be focusing on during the
lesson. Stating the objectives in the beginning of the lesson is another
example of an advanced organizer.

In this course, it is suggested in the Instructor Notes that these objectives
should be transcribed onto a flipchart page before class. However, it is just
as effective to use a transparency for this purpose. You, as the instructor,
should make the determination when you are preparing your materials before
class. To increase student attentiveness, it is a good idea to switch between
these instructional tools. The variety helps to sustain interest.

Student Guide

®m  Course Overview —this section, although directed to the Instructor
Trainer, is included in the Student Guide for reference.

® [Lessons 1-10

B Final Presentations —this section includes a description and the lessons
from EMT-Basic that students will refer to for their Final Presentations.

®  Appendices—refer to the Table of Contents for Appendix B, References.
Take a moment to familiarize yourself with these resources.

The EMS Instructor Training Program: National Standard Curriculum _ . 1-4
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LESSON PLAN

Distribute a copy of the course
schedule and makeup policies,
if available.

Pass a hat and have students
draw the name of the lesson
they will be presenting.

Have students turn to the Final
Presentation section. Review
the description and give
students a moment to look
over the EMT-Basic lesson
they have been assigned.

IV. Administrative Matters
A. Course Schedule
B. Makeup policies
C. Assign Final Presentation time slots
1. Lesson assignments

2. Activity description
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V.

Administrative Matters

Course Schedule

The course schedule should be distributed and discussed.
Class makeup policies

Class makeup policies should be clearly delineated. If possible, provide
students with a handout indicating policy. Let them know how they can
contact staff members for assistance.

Assign Final Presentation time slots

It is important to the structure and flow of the Instructor Training Program to
assign time slots for students to give their Final Presentations. One impartial,
relatively hassle-free method to assign time slots is to draw from a hat.

Pre-course preparation

Prepare for this by noting the number of students in class. Review the
description in the Final Presentations section. Then, make a copy of the
table of contents provided and cut it up so that one lesson name appears on
each page. If there are more people enrolled than lessons, these lessons can
be split between two class members: Baseline Vital Signs and Sample
History, Lifting and Moving Patients, and Initial Assessment.

Assignments

Put the lesson names into a hat and have students draw. They may trade
among themselves if they like, but within a few minutes, read the list of
lessons as presented in the table of contents and note the name of the
student who drew each lesson. Have students present the lessons in
sequence. This method prevents duplication of topics. Additionally, by the
end of the training program, students will have seen a significant portion of
the EMT-Basic Curriculum presented. Presenting in order will add a cohesive
sense to the entire Final Presentation experience and will predetermine time
slots based upon an impartial draw. Be sure to ask students to begin their
resource and literature search right away. They should bring in all reference
materials and props (if portable) as soon as possible. ' ‘

The EMS Instructor Training Program: National Standard Curriculum 1-5
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LESSON PLAN

V. Facility Information

The following information should be made
available to students during the opening
session of the course:

Location of restrooms

Building information

Exits

Eating facilities

Smoking policy/rooms

Telephone and message procedure
Emergency evacuation procedure
Handicapped accessibility

The EMS Instructor Training Program: National Standard Curriculum
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V. Facility Information

The EMS Instructor Training Program: National Standard Curriculum 1-6
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LESSON PLAN

%‘@ Display OH #1-1
N

Read the opening statement,
or stem, as you go over the
course goals:

At the conclusion of the
course, the student will, at a
minimum, be able to:

Tell students that the stem
says who will achieve the
goals and when they will be
attained.

VI. Course Goals
A. Overview

B. List of goals

s
_

COURSE GOALS

* Organize and prepare materials for presentation

« Effectively dellver each lesson contained in a
curriculum, as measured hy overall student
performance on training ohjectives

« Prepare instructional aids which will increase
the effectiveness of the training

« Ensure that all necessary equipment and
materials necessary for student learning
are present and operational

=} _{=
Llg i=

COURSE GOALS (Continud)

* Evaluate student performance and provide
corrective feedback to improve suhsequent
performance

* Provide a mechanism for evaluating the
training program's effectiveness

* Ohtain the appropriate curriculum package
developed by NHTSA

i
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VI.

Course Goals
Overview

The EMS Instructor Training Course is designed to provide students who are
clinically competent in a specific content area with the instructional skills to
deliver training effectively. It focuses on instructional preparation,
presentation, and evaluation. Upon completion of the course, the student
should be able to teach any of the curriculum packages in which they are
clinically competent.

List of goals

At the beginning of a course or lesson, it is important to focus the attention
of your audience by clearly stating the expected outcome(s) of the
instruction. Use a prepared flipchart or transparency with the objectives
listed as you mention each one.

Please note that the overhead sometimes lists the course goals but does not
include the opening statement. For this course, the opening statement, or
stem, of each course goal is as follows:

At the conclusion of the course, the student will, at a minimum, be able to:

Notice that the stem states who will attain the objectives: the student, and
when the objectives will be attained. Please read the opening statement,
included in the Instructor Notes column, as you go over the course goals.

Additionally, you should mention that more specific training objectives for
each lesson are presented at the beginning of each lesson, and are included
on the overview page in both the Instructor and Student Guide.

The EMS Instructor Training Program: National Standard Curriculum : - 1-7
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LESSON PLAN

T ( Ask a question

What are some of the ways in
which you hope this course
will make you an excellent
instructor? What skills do you
hope to develop?

7>
“«% Write on flipchart
(£

Record responses on a
flipchart labelled Course
Expectations.

Go around the room. Have
each person restate their
name and state one
expectation. Write down the
name and expectation.

For out-of-scope or
unreasonable expectations,
explain that there are some
things that this course cannot
deliver. Engage the student in
open dialogue to come up with
an expectation that can be met
in this course.

Tape the list to the wall.
Then, explain how the course
goals and lesson plans are
designed to meet these
expectations.

VIl. Expectations

A. Unspoken desires that can lead to
disappointment

B. Individual expectations
C. Out-of-scope or unreasonable

expectations

D. The purpose of documenting and
posting expectations

41
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ADDITIONAL INFORMATION

VII.

Expectations
Unspoken desires that can lead to disappointment

Expectations are desires, often left unspoken, that when left unsatisfied
result in disappointment. To avoid disappointing your students and to ensure
that everyone is focused on attainable goals, it is wise to get expectations
"out on the table." The process of identifying and clarifying personal desires
is a valuable mental activity and increases the probability that goals will be
fulfilled.

Individual expectations

Ask each student to state one skill or knowledge they believe they will
develop or understand by attending this course. Be prepared to document
responses.

Out-of-scope or unreasonable expectations

For this course, expectations will be stated and evaluated for relevance to
course topics to determine if they are realistic. Out-of-scope expectations
should be identified as such. If a student expresses an unreasonable goal,
engage the student in an open dialogue to think of one that can be fulfilled
within the constraints of this curriculum.

The purpose of documenting and posting expectations

Once you have documented expectations for each student, you have
achieved several things. First of all, students are clear on what they hope to
accomplish. You, the instructor, have a better feel for your audience. Also,
you have documentation that you can refer back to at the end of the course.
This will help to "close the circle" of instruction, confirming for participants
that their time was well spent.

When you post the list on the wall, you make it clear that you take the
students seriously. This gives them the sense that they will be able to
influence the direction of the learning experience to best meet their own
particular needs.

The EMS Instructor Training Program: National Standard Curriculum 1-8
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E. The connection between course goals,
the lesson plan, and expectations

VIIl. Summary

43 ‘
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ADDITIONAL INFORMATION

VIil.

The connection between course goals, the lesson plan, and expectations

After you post the list, be sure to tie the expectations directly to the
previously established course goals. The expectations that have been
identified emphasize those areas in which students feel a particular need,
whether prompted by curiosity, concern, or lack of confidence. Each
expectation should be addressed in the stated objectives, at either the course
or lesson level.

Summary

In this lesson the Instructor Trainer modelled how to open a course, identified
key elements of a course introduction, and led a guided discussion about why
each is included. Lesson 1 consisted of student and instructor introductions,
lesson objectives, scheduling requirements, facility information, and stating
the course goals. :

We also identified individual expectations for the course in order to facilitate
the Instructor Trainees’ personal growth and development. Particularly in the
refinement of so-called "soft skills," personal expectations can reveal
valuable data to the instructor, allowing for an adjustment in the priority and
emphasis of course topics.

44
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INSTRUCTOR ROLES AND
RESPONSIBILITIES

Introduction to Various Roles

Problem Students and Challenging Situations
Positive, Constructive, and Corrective Feedback
Team Teaching Guidelines

Instructor Attributes

A A A A A
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OVERVIEW

Suggested instructional time for this lesson: 2 hours

Introduction

Generally speaking, instructor performance falls into three broad categories:
preparation, delivery, and evaluation. However, many responsibilities arise within the
context of these major job functions, with skill requirements in diverse areas such as -
communication, logistics, administration, ethics, public speaking, and equipment
oversight. This lesson presents comprehensive descriptions of various roles and
offers guidance to the novice or experienced instructor in how to serve students with
care and competence.

Lesson Objectives

Through group discussions, question and answer sessions, and simulated
instructional situations (roleplays), the EMS instructor trainee will be able to:

Define five instructor roles
Demonstrate the ability to use three types of feedback appropriately

[ ]

[ ]

m List two guidelines for effective team teaching
m List four attributes of an effective instructor

Materials Needed

m Overhead projector and screen
m Flipchart (prepared prior to class)

Instructional Strategies
m Lecture m Visual aids

m Discussion m Roleplay scenarios
s Question and answer

BEST COPY AVAILABLE

The EMS Instructor Training Program: National Standard Curriculum : 2-1
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INSTRUCTOR NOTES

LESSON PLAN

Go over the objectives, using
a flipchart prepared in
advance. Then, post the
objectives prominently in the
room.

Ask a question

. What would you say are the
key roles and responsibilities

List responses on a flipchart
labelled Instructor Roles.

Display OH #2-1

Lesson Objectives

l. Instructor Roles and Responsibilities

5},— ..................................................................................................................... 'L’:q
INSTRUCTOR ROLES
e Administrator ¢ Mentor
« Counselor * Presenter
» Disciplinarian « Representative
e Evaluator * Role model
* Facilitator * Supervisor
Llu_L ﬁ_
Roles and 2.1

A. ‘Administrator
1. Function

2. Characteristics

o1
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ADDITIONAL INFORMATION

Instructor Roles and Responsibilities
Administrator
Function

As an administrator, you may be responsible for overall course operations and
logistics. o

Characteristics
An effective administrator must be organized and detail-oriented. Additionally,

effective communication skills are required, because as an administrator you
often have to orchestrate a number of diverse personalities.

-
o)
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LESSON PLAN

Display OH #2-2

Ask a question

Has anyone has ever served
in an administrative position?

What were some of your
duties?

3. Administrative duties

I N

ADMINISTRATIVE DUTIES

* Scheduling

e Communication

e Facilities

e Equipment and supplies
* Record keeping

4. Designated course administrator’s

role
B. Counselor/advisor ‘

1. Function

2. Characteristics

53 . | '
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Administrative duties

Administrative duties include course scheduling and planning, such as
arranging for the instructional facilities. You will need to ensure that the room
is large enough for all activities, note whether a particular course has a
recommended room configuration, and handle the logistics of room setup.

Also, you must determine equipment requirements and make sure everything is
in working order.. The selection of visual aids and references (such as journal
articles) is an administrative duty that should be done well in advance of the
course so that appropriate numbers of copies can be made.

Correspondence with the student is another administrative responsibility. The
enroliment confirmation, and possibly a screening process for admission will
have to be considered. '

Typically, student records will need to be kept and possibly forwarded to the
appropriate offices. When state-specific certification requirements exist, student
records are included in the evaluation process.

Designated Course Administrator's Role

Many times an individual other than the instructor is the designated course
administrator, e.g., the Course Coordinator. This person is responsible for the
overall operation of the course, but many administrative duties are shared.
Typically, the administrator’'s responsibilities involve logistics and operations,
while the instructor is concerned with course content, delivery, and instructional
aids.

Counselor/Advisor

Function

As a counselor, students depend on you for advice and good judgment.

Characteristics

In order to serve effectively as a counselor, you must demonstrate the
characteristics of being trustworthy, empathetic, and an active listener.

The EMS Instructor Training Program: National Standard Curriculum 2-3
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LESSON PLAN

Ask a question

What standards for behavior
do you feel are necessary in
the classroom?

How would you communicate
those standards to students?

3. Establish an open and trusting
relationship

4. Purpose
C. Disciplinarian
1. Functions as a coach

2. Sets and enforces standards

35

The EMS Instructor Training Program: National Standard Curriculum
National Highway Traffic Safety Administration, 12/95



AADDITIONAL INFORMATION

Establish an open and trusting relationship

Exhibiting these characteristics lays the foundation for an open and trusting
relationship. To earn and maintain your students’ trust, stress the
confidentiality of your communication. This is vital. Students must be assured
they can communicate honestly and openly.

Purpose of counselor/advisor

The purpose of an advisor or counselor is to offer guidance and assistance to
students on an as needed basis, as appropriate within the instructor’s role.
When circumstances affect classroom performance, it is entirely appropriate for
instructors to discuss the situation with the student and to work with them
whenever possible to help them to deal effectively with both home and family
obligations and EMS career objectives.

However, it is important to remember that one cannot be all things to all people.
It is neither necessary nor appropriate for an instructor to take on the
responsibilities of counseling students regarding their personal life; this is better
addressed in a therapeutic setting outside the classroom. In these cases, an
instructor should refer students to community resources.

Disciplinarian
Functions as'a coach -

As a disciplinarian, the instructor establishes standards of behavior and
requires compliance to the standards. This is perhaps best described as a
"coaching" role. To be effective, consequences for non-compliance must be
made known and enforced consistently.

Sets and enforces standards

It is not easy to discipline effectively. However, keep in mind that it is easier to
"loosen up" than to get tough. A good coach is very clear about what is
expected and equally clear about the consequences of non-compliance. In
EMS courses, non-compliance to standards established in the classroom may
mean the student is not ready to assume the on-the-job responsibilities of an
EMS professional. These are critical skills and it is appropriate to establish
high standards during training.

The EMS Instructor Training Program: National Standard Curriculum 2-4
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LESSON PLAN

As you lead the following
discussion regarding
challenging students and
situations the Instructor
Trainees may encounter,
emphasize the following
general guidelines for dealing
with any difficult situation
and then list them on the
board:

® Respect every student

® Assert your position with
confidence

® Direct the discussion
toward course objectives

Ask a question

As you present each of the
following examples, ask
students how they would
handle the situation.

Refer to the suggestions
given in the Additional
Information and offer advice
from your own teaching
experiences. Discuss the
pros and cons of each
suggestion.

3. Problem students and challenging
situations

a. Hesitant student
b. Monopolizing student

c. "Voice of Experience” student

37
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Problem students and challenging situations

At times you may encounter students who are uncooperative or disruptive, for
whatever reason. The best way to handle these students is to be respectful,
yet assertive and directive. Remember you are in charge, but don't insult them.
Speak with them on a break, rather than correcting them in front of others.

When you are leading training or giving a presentation, you will inevitably
encounter various personality types. Classroom behavior resulting from various
personality types can create situations that will need to be dealt with. How you
handle these situations can affect the attitudes of all the participants and the -
success of the course. Listed below are some characteristics and tips for
handling different types of participants.

Hesitant student

This person is shy, reluctant, and silent most of the time. Strategies for dealing
with the hesitant student include using small group activities, calling on them
from time to time to answer non-threatening questions (ones you know they can
answer), and offering encouraging statements that let them know that their
contributions are worthwhile and appreciated.

- Monopolizing student

This student tends to be opinionated and likes to dominate class discussions.
This type of student can dampen the enthusiasm of the other students, who
may need clear openings and encouragement to participate. Some statements

‘to use with this type of student are: "I'd like to get another opinion on this

issue," or "I appreciate your input, but everyone needs an opportunity to
participate.”

The "Voice of Experience" student

Closely associated with the monopolizing student, this person has a
tremendous need to be heard as well. S/he likes to display his/her knowledge
to everyone by using big words, lots of statistics, even occasional name
dropping. Always be polite, but maintain control of the discussion by saying the
group needs to move to the next topic. If this person is knowledgeable, give
them a task, or even a leadership role. Another tactic is to administer a test
that you know is difficult, but which is at the level that they claim to be. When it

The EMS Instructor Training Program: National Standard Curriculum 2-5‘
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d. Non-listening students
e. |dea-zapping students

f. Complaining or negative
students

29
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is made clear that there are things they don’t know, they will more than likely be
ready to learn. ,

Non-listening student

At times, a student’s attention may wander. One strategy to refocus a non-
listener is to ask something like this: "Could you take what Carol has just said
and explain it another way?" Or, ask "How does your viewpoint compare with
what has been expressed?" _

If multiple students seem to be "tuning out," it could be a cue to you that a
break is needed, the instruction is not "hitting home," or there is an
environmental distraction that needs to be dealt with.

Idea-zapping student

This person is an expert at putting down the ideas of others. S/he finds
creative ways to inhibit suggestions or cast doubt on solutions. This can
seriously undermine small group interaction as well as classroom discussion, so
be sure to watch for this as groups break out to develop their lesson plans.

During discussions, rescue an attacked idea before the whole group dismisses
it by making concrete statements that confirm potential usefulness. Then, ask
the idea-zapper to come up with an idea of his/her own.

Complaining or negative student

Masters of blame and fault-finding gripers exist just about everywhere. Stop a
complainer in their tracks by asking questions that force the person into a
problem-solving mode, such as "What steps do you feel are necessary to
correct this situation?" Also, it can help to say "l understand" occasionally,
depending upon the reason for the negative attitude.

The EMS Instructor Training Program: National Standard Curriculum 2-6
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g. Rigid viewpoints
h. Hostility and anger

Ask a question i. The "Clown"

Does anyone have any more
examples of problem students
or challenging situations and
ways to handle them?

Ask a question , 4. Feedback

Who can tell me about some
different types of feedback?

Have students describe the
expected outcomes
associated with each type of
feedback mentioned.

61
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g. Rigid viewpoints

This type of person will take a position on an issue and not want to move from
it. S/he can make it difficult for the group to make progress. Try to get this
type of person to admit there is another side to every issue. One strategy is to
ask the student to clearly state the rationale behind an opposing viewpoint.

h. Hostility and anger

Some students can be antagonistic, aggressive, and unfriendly. Fortunately,
adult learners typically have a strong internal motivation to be involved in
instruction, so "bad attitudes" in general are relatively rare. The exception
would be that adults might be more likely to contest results that prevent them
from achieving their goals, such as a test score that is inadequate to receive
certification.

If the problem is administrative or grade-related, refer the student to the

‘ appropriate grievance procedure. See Lesson 2, Legal Implications, for more
information on this topic. If you run into an inexplicably angry student in the
classroom, avoid getting wrapped into a debate. Keep your cool and respond
in a mild, objective manner. Sometimes activities can redirect energy toward
accomplishing a specific task. There is nothing like success to turn a negative
attitude around.

i. The "Clown"

This type of student hinders group progress with an abundance of inappropriate
humor. Strategies for dealing with a "clown" include complimenting him/her
when s/he makes a worthwhile contribution and never rewarding attempts at
inappropriate humor with laughter. During a serious dialogue, remember to ask
this individual to contribute. '

4. Feedback

For whatever reason the role of disciplinarian becomes necessary, an instructor
can coach students to help overcome performance difficulties. One way to do
this is to provide appropriate feedback. Most of the strategies that we just
mentioned for dealing with problem students and challenging situations involved
the use of feedback.

The EMS instructor Training Program: National Standard Curriculum 2-7
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Emphasize that positive
feedback reinforces desirable
behavior.

Display OH #2-3

a. Positive feedback

b. Constructive feedback

Remind students to use B e
constructive feedback when CONSTRUCTIVE FEEDBACK
confronting undesirable
behavior e Describe, Don't Label
* Don't Exaggerate
e Non-Judgmental
e Use "1 Feel®” Statements
* State Consequences Clearly
- g
Roles and a2-1
Display OH #2-4 c. Corrective feedback
Emphasize that the goal of _E_r ......................................................................................................................... 1:-
corrective feedback is CORRECTIVE FEEDBACK
incremental improvement.
« Analyze performance
Mention that all three types « Identify correct and incorrect components
of feedback are critical to * Provide specific information
your students’ professional * Student Improves performance
gl’OWth. o Give positive feedback
.l'_} ‘Jr:-
Roles and -4
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Feedback is part of all effective communication, in challenging situations and in
those that progress without difficulty. Instructors need to give different kinds of
feedback, as each situation demands.

a. Positive feedback

Positive feedback reinforces desirable behavior. Positive feedback is a great
"morale booster" because it removes doubt, builds self-esteem, and results in a
sense of accomplishment.

b. Constructive feedback

Constructive feedback helps change undesirable behavior. Concentrate on how
you feel when giving constructive feedback. Use "l feel" statements. For
example, don't say, "When are you going to stop being late for class?" Say, "I
feel annoyed when you are late for class.”

‘ Factors to remember when giving constructive feedback are:

Describe the behavior about which you are giving feedback; be specific
Don't use labels such as "immature” or "unprofessional"

Don't exaggerate; it heightens emotions

Don't be judgmental; it produces defensiveness

Use "l feel" statements

State consequences calmly and clearly

c. Corrective feedback

Corrective feedback is used to improve student performance incrementally.
This technique involves analyzing performance, identifying correct and incorrect
components, and communicating specific information that the student can use
to make subsequent performance improve. This should be a positive learning
experience and part of the on-going, informal evaluation process. Corrective
feedback lets students know where they stand, thereby reducing frustration and
tension in the classroom. It also prevents students from assuming everything is
just fine; that "No news is good news." This prevents problems later, during
formal evaluations.

The EMS Instructor Training Program: National Standard Curriculum 2-8
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Ask a question

What are some informal ways
of evaluating student
performance? What are some
formal methods?

Explain that the evaluation
process is on-going and
cumulative.

D. Evaluator
1. Function

2. Evaluation methods

65
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Principles of corrective feedback include:

Be descriptive, e.g. your hand was in the wrong position
Be specific, e.g. your assessment of the patient’'s eyes did not include a

pupil check

Be private; students don't like to be embarrassed in front of peers
Be positive; find something good in every performance. Make corrections
in a positive manner and summarize, emphasizing those things that were

done the best

Be concise; give information in manageable chunks. Don't try to change

everything at once

Be timely; immediately post performance, if student is ready to listen.

D. Evaluator

1. Function

2. Evaluation methods

In your role as an evaluator, you compare performance against standards. The
standards should be clearly stated in the lesson objectives.

A variety of informal and formal methods can be used to evaluate student
progress.

These include:

Written and Oral Tests/Quizzes
Essay Questions

Practical Exams

Project Assignments

Observational Reports
Presentation Checklists
Peer Review

- Question and Answer

Refer to Lesson 7, Evaluation, for in-depth information on this subject.

The EMS Instructor Training Program: National Standard Curriculum 2-9
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The facilitator assists the
learning process rather than
controlling it.

Remind students that adult
learners typically have a
strong internal motivation to
acquire specific knowledge.

E. Facilitator
1. Function
2. Facilitative teac;.hing
a. Comprehension increases

b. "Processing and application”
time

3. Adult learners

4. Promote active learning

67

The EMS Instructor Training Program: National Standard Curriculum
National Highway Traffic Safety Administration, 12/95




ADDITIONAL INFORMATION

Facilitator
Function

As a facilitator, the instructor aids or assists the student in the learning process.
This is accomplished by using facilitation skills to make the students feel free to
comment and ask questions.

Facilitative teaching
Comprehension increases

In facilitative teaching, the emphasis is on student involvement in the learning
process. Students are not just passive recipients of your presentation.
Consequently, the student influences the delivery of material more than in
traditional, lecture-only formats. There are advantages and disadvantages to a
student-paced delivery. Comprehension is likely to increase, but scheduling
can be affected.

"Processing and application" time

To accommodate this, course schedules should provide for "processing and
application" time. Use your observation skills to help you assess how the
presentation is being received. Based upon these observations, you can
decide to continue as planned or to modify the presentation to respond to the
audience’s needs.

Adult learners

The facilitator role is particularly adaptive to the adult learner. Adults have an
increased need for material that is relevant to their lives and work, and an
increased desire for a collaborative learning climate. They also typically have a
strong internal motivation to acquire specific knowledge.

Promote active learning

Good facilitators stress the practical application of information, relate material to
student experiences, and offer concrete examples to illustrate concepts.

The EMS Instructor Training Program: National Standard Curriculum 2-10
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LESSON PLAN

Ask a question

Have any of you ever been in
a mentoring relationship?

What were your experiences?

Detailed information about
presentation skills is included
in Lesson 8, Instructional
Strategies and Methods.

F. Mentor
1. Function
2. Mentor profile

3. Mentor/protege relationships

G. Presenter
1. Function

2. Use plausible, relevant, vivid
examples

69
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Mentor

Function

A mentor is a person who facilitates personal and professional growth.
Mentor profile

Good mentors are generally high achievers, and are confident of their own
position within the EMS community. Consequently, they don't feel threatened
by student excellence and achievements. Mentors motivate students and
encourage their professional growth. Instructors, in their role as mentors, serve
as role models for students. As such, you should be proud to be an EMS
professional and look for ways to promote your students and expose them to
new opportunities and challenges within the EMS profession.

Another characteristic of good mentors is that they recognize the unique
strengths of each student, while being aware of and accepting his/her
weaknesses and vulnerabilities.

Mentor/protege relationship

A mentoring relationship can be a natural outgrowth of the instructor/student
association. However, if a relationship develops, you must ensure that you do
not show preference or favoritism to your protege as a student. All students
should be treated equally and fairly.

Presenter

Function

Perhaps one of the most visible roles of the instructor is that of presenter.
Effective presenters must be able to gain and maintain their audience’s
attention.

Use plausible, relevant, vivid examples

One of the best methods for making information come to life is to make it real;
use plausible, relevant, vivid examples. For instance, when discussing the

importance of the assessment-based rather than diagnostic approach, offer a
real-life scenario with serious consequences. For example, a premature

The EMS Instructor Training Program: National Standard Curriculum
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H. Representative
1. Function
2. Characteristics

3. Standard curricula

71 | | ‘

2-12 The EMS Instructor Training Program: National Standard Curriculum
National Highway Traffic Safety Administration, 12/95




ADDITIONAL INFORMATION

conclusion regarding a patient’'s condition could delay appropriate intervention
and treatment, perhaps threatening the life of the patient.

H. Representative
1. Function

Another important role for the instructor is that of representative, an authorized
delegate of state and national EMS organizations. S/he can also act as a
representative to local government.

2. Characteristics

Representatives must be professional and highly qualified. In addition to the
immediate concerns of the local EMS unit, they must also be aware of state
and national organizational goals and standards.

' 3. Standard Curricula

States can adopt, not adopt, or adopt and modify standard curriculum which is
developed by NHTSA. Instructors are required to teach the standard curriculum
that has been adopted by their state. Once certified, instructors are required to
teach all of the elements of the standard curriculum.

They can enhance, but not delete any of the content. They must meet all of
the objectives. They are obligated to adhere to the curriculum content and
objectives because of certification requirements.

Consequences of failure to teach according to the established standard
curriculum may include loss of certification or even a lawsuit. For example,
suppose an instructor doesn’t agree with a standard of care or treatment
practice and chooses to instruct students to a different standard or practice.
Students then go out on the job and employ non-standard practices or
standards of care. If a patient were to experience any unacceptable result, and
it was determined that a non-standard practice was performed, the patient could
sue the service, the EMS technician, and the instructor.

BEST COPY AVAILABLE
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Ask a question

Who are your role models,
both now and throughout
your life? Why?

I.  Role model .
1. Function
2. Characteristics
J. Supervisor
1. Function
2. Assistant/guest instructors

a. Valuable role of
assistant/guest instructors
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Role model
Function

Role models serve as examples of achievements, positive attitudes, and
admirable characteristics.

Characteristics

It is important for instructors to maintain high standards, both professionally and
personally. Hard work, dedication, and a genuinely caring manner are
desirable traits in an EMS instructor. Inevitably, role models are imitated
because, as the old proverb goes, "Imitation is the sincerest form of flattery.”
Knowing this, an instructor's behavior must be exemplary. '

Supervisor

Function

A supervisor directs and inspects performance.
Assistant/guest instructors

Valuable role of assistant/guest instructors

As an EMS course instructor, there will probably be times when you will work
with and supervise guest instructors or assistants. EMS curricula are often
skills-based, designed to train EMS professionals for on-the-job performance.
To this end, practical skills labs are frequently employed in training to prepare
students to successfully demonstrate performance in their state’s Practical
Exams.

In order to conduct these labs effectively, assistants and/or guest instructors
must be available to monitor, train, and evaluate student performance in small
groups. One of the administrative responsibilities of conducting a course is to
recruit qualified assistants. Often the designated course administrator will
handle this, but the primary instructor may be called upon to do so as well.
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Ask a question

Has anyone team taught
before or observed team
teaching? If so, what were
the advantages?

Ask a question

What are some possible
drawbacks of team teaching?

Have you experienced any
difficulties?

b. Coordination of equipment and
instructional aids

c. Ensuring continuity between
sessions

d. Professional conduct
3. Team teaching (Dos & Don’ts)

a. Advantages
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Coordination of equipment and instructional aids

It is your responsibility as the lead instructor to determine the equipment and
material requirements for each module, and to work with the other instructors to
ensure all requirements are met. Generally, the course administrator will
handle logistics, while you will ensure the content is adequately supported with
appropriate instructional aids, etc.

~ Ensuring continuity between sessions

You will also be responsible for monitoring the assistant/guest instructor’s
presentation to ensure continuity between sessions and coverage of all
requirements.

Professional conduct

Professional conduct is important among the staff, as well as in the
student/instructor relationship. Team work among staff members resuits in
positive outcomes not only for the students in the course, but for the EMS
community as a whole. Teamwork is precisely what is required in the trauma
unit or at an accident site.

Team Teaching (Dos and Don'ts)

Advantages

There are times when a team teaching approach provides significant
advantages to students. For example, when an instructional strategy requires a
lot of one-on-one interaction between the instructor and students, a team
approach becomes necessary.

Remember, there is an art to team teaching. It requires a sensitivity to your
colleague’s teaching style, body language, and speaking patterns. Up front
planning can greatly enhance the team’s effectiveness once they are "on
stage."

Some things about team teaching to consider include:

m Diverse teams offer a broad range of expertise and generally enhance
facilitator credibility

(a8
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Ask a question

How could you prevent .
difficulties in a team teaching
situation?

1 Write on flipchart

Summarize the responses on
a flipchart labelled Guidelines
for Team Teaching. Add to
the list from the guidelines
listed here:

B Plan the lesson delivery
together, if possible

B Agree on the roles of each
team member

B |f you remain in class
while another is teaching,
don’t interrupt

® Don’'t correct each other in
public

® Decide in advance how
contributions can be made
smoothly

® Agree on hand signals to
communicate, e.g., time
to wrap it up, | have
something to add, etc.

® Plan to debrief afterward

b. Avoiding common pitfalls

c. QGuidelines

2-15
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m A variety of classroom or group interaction styles and voices will hold the
audience’s attention longer

m Increasing the facilitator-to-participant ratio allows for more individual
attention during group exercises and case studies

m A team approach can add a dynamic synergy to the teaching experience
and enhance creativity through the interaction of team members

m  Two or more facilitators help keep the course moving better; e.g., one
facilitates and the other writes on the flipchart/overhead

b.  Avoiding common pitfalls

In order to make the most of a team teaching experience, it is wise to plan
ahead to avoid common pitfalls. Ensuring continuity between sessions is a
major concern. For example, if one instructor teaches the class how to do
lower extremity splinting on the first night and the second teacher presents

. upper extremity splinting on the second night, they must be consistent.
Otherwise, students will become confused.

Be sure to address the following items in order to avoid problems:

Identify the relative strengths of each team member
Arrange participation to maximize each member’s strengths
Agree on how to handle interactions, disagreements, etc.
Agree on how to transition from one instructor to the other
Plan to debrief afterward

Team teaching is like learning how to dance; it is important to avoid stepping on
your partner’s toes.

c. Guidelines

By following some common sense guidelines, you'll make the most of the
team’s collective talent. Remember, the goal of instructor-led training is to
create a learning environment that best meets the needs of the participants. Be
attentive and interested while in session with another instructor. And facilitate
teambuilding by consistently backing each other up: in the classroom, with
resources, and when handling problems.
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Ask a question

How many instructors have
you had that were truly
effective and made a
significant impact?

Point out that good EMS
clinicians do not automatically
make good instructors. Ask
students to list the 3 things
that made those significant
instructors so effective.

Summarize the responses on
a flipchart labelled Effective
Instructors.

Responses will generally fall
within these three categories:
Knowledgeable, Skilled, and
Motivated/Dedicated. '

I. Instructor Attributes

A. Characteristics of effective instructors

79 @
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II. Instructor Attributes
A. Characteristics of effective instructors

Every instructor displays an individual personality, yet there are certain
similarities amongst those who are truly effective. The most highly rated
instructors are knowledgeable about the subject matter, effective in transmitting
that information, motivated to provide the best instruction possible, and
concerned about their students.

50

Q The EMS Instructor Training Program: National Standard Curricutum 2-16
EMC National Highway Traffic Safety Administration, 12/95




INSTRUCTOR NOTES

LESSON PLAN

Ask a question

Ask students when
preferences become
prejudice.

B. Ethical

1. Definition

2. Ethical conduct essential

3. Lack of ethics affects credibility
C. #air

1. Definition

2. Student rights
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Ethical
Definition

An ethical person behaves in accordance with the established moral principles
that govern the conduct of a group.

Ethical conduct essential

A part of the teacher/student relationship is trust. An instructor must behave in
an ethical fashion to inspire confidence and build trust.

Lack of ethics affects credibility

Failure to behave according to agreed upon and expected moral principles,
such as fairness, integrity, and honor, leads to a loss of credibility.

Fair
Definition

A fair instructor is not subject to prejudice that inhibits judgment. While
everyone has personal preferences and biases, as an instructor, you must deal
with students in an impartial manner regardless of your preferences.

Student rights

When instructor preferences interfere with impartial judgment, students are
denied fundamental rights. Students have the right to be treated fairly. They
have the right to be heard and understood. They have the right to receive an
objective presentation of information and an impartial evaluation of their
mastery of course objectives. Instructors must understand and compensate for
personal preference for this to occur.

For example, certain cultures esteem authority to a greater degree than others.

Students from these cultures may find it difficult to offer their opinions without
feeling that they have overstepped unseen boundaries.

82

The EMS Instructor Training Program: National Standard Curriculum 2-17
National Highway Traffic Safety Administration, 12/95




INSTRUCTOR NOTES

LESSON PLAN

Ask a question

Ask students what they look
for under these categories,
(e.g., How an instructor
should dress.)

3. Effects of bias

4. Legal implications
D. Professional

1. Definition

2. Attire
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If you, as an instructor, find a lively and somewhat challenging group more
stimulating, you may tend to believe a quiet student is less invested in the
course. This may be far from the truth, and it is your responsibility to gather
data from many sources and to render objective judgements. If interaction is
essential to a student’s success, you need to let them know that, and solicit
their input.

Effects of bias

When the instructor is biased or dismisses a student’s ideas, learning is
inhibited and students lose respect for the instructor. Material should be
presented in such a way that the experiences of the adult student are
acknowledged and respected.

Legal implications

There are legal implications to biased instruction, whether in attitude, delivery,
or evaluation. See Lesson 2, Legal Implications, for more information on
gender, race and disability, as well as sexual harassment and sexual
preference issues.

Professional
Definition

Professional conduct entails the appropriate presentation of self in demeanor,
attire, humor, etc. Because instructors serve as a role model for students,
professional behavior is essential. Students look to instructors for guidance.
Professional conduct requires attention to attire, attitude, and behavior.

Aftire

For practical exams and field exercises, instructor attire should be neat and
clean, yet comfortable. In the classroom, business dress is often more
appropriate. Use discretion and dress according to the subject matter,
environmental conditions, and local practice, keeping in mind that your attire
strongly influences how you are perceived.
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Ask a question

What needs to be done to
prepare to teach a class?

| Write on flipchart

Summarize the responses on
a flipchart labelled Preparation
Checklist.

Tell students that instructor
credibility and student
attentiveness go hand in
hand. Nothing affects
credibility like lack of
preparation.

Refer to handout

The Precourse Checklist in
Appendix B.

Remind instructors to show
respect, even if they don’'t
feel it. For example, even a
disruptive student should be
treated with respect.

3. Attitude
4. Behavior
E. Prepared
1. Facilities, equipment, instructional
aids
2. Schedule

3. Know your material

F. Giving and earning respect
1. Definition

2. Giving respect

85
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3.  Attitude
Instructors should have a helpful and supportive attitude toward students.

4. Behavior
Being a professional means being well-prepared and organized. It also
requires treating both staff and students with respect, as we have discussed
earlier.

E. Prepared

1. Facilities, equipment, and instructional aids
It is important to check out the equipment, visual aids, facilities, and materials
long before the students arrive. It's almost impossible to be foo thorough when
planning and confirming arrangements for a course.

2. Schedule
Start sessions on time. As much as possible, adhere to the published
schedule. If class participation results in a longer class, mention this fact, and
get agreement from the class on ways to adapt, e.g., fewer breaks.
Remember, you are teaching adults.

3. Know your material

As we have mentioned before, knowing the material you will teach is essential
to ensure learning and to maintain your credibility.

F. Giving and earning respect
1.  Definition
The term respect means to feel or show esteem for another.
2.  Giving respect
Respect entails a willingness to show consideration or appreciation. It is an

essential ingredient to positive, productive relationships. Students have a right
to be treated with respect.
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3. Earning respect

4. Respect creates a supportive
learning environment

5. Problem students

Conduct activity lll. Roleplay Activity

A. Model the responses you feel would be

Five scenarios have been most appropriate given what you have
provided in Appendix A. learned about instructor roles and
These should be reproduced responsibilities

prior to class, cut out, and

distributed. Blank cards have B. Apply the guidelines for positive,

been included so that you can corrective, and constructive feedback

add new scenarios. ‘

The roleplay can be done
using the small group concept
described in the Overview.

Be sure to assign one or two
observers to collect and give
feedback to the roleplay
participants. Or, have each
pair roleplay in front of the

class.
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3.  Earning respect
The respect of students is earned by modeling correct behavior. Show genuine
interest, be ethical, and be fair. Live up to high standards personally and
professionally and you will earn their respect.

4. Respect creates a supportive learning environment
The instructor/student relationship is most productive in a climate of mutual
respect. When a student fears a sarcastic response, they hesitate to
participate, and learning is inhibited. On the other hand, when you show
consideration and appreciation for your students, they will trust and respect you.
A supportive training environment is created, and your students will not hesitate
to seek clarification if they lack understanding.

5. Problem students
As we mentioned earlier, occasionally as an instructor you will encounter
“problem students." In these cases, it is important to show respect even if you
do not feel it. This establishes a foundation upon which you can demand like
treatment. Common courtesy can prevent a difficult situation from deteriorating,
particularly if emotions intensify.
On the other hand, you cannot allow a course to become side-tracked by
irrelevant issues. If you feel that student comments or questions digress from
the focus, determine the significance of the topic that has been introduced then
reiterate the goals and objectives for the section or discussion. If the new area
is outside the scope, respectfully acknowledge the importance of the new area
and offer sources of information if available, but then redirect the class back to
the topic at hand.

lll. Roleplay Activity
Refer to Appendix A, Activity Materials. Students will be given scenarios and
will model appropriate instructor roles, responsibilities, and responses based
upon the information in this lesson. They should apply the guidelines for
positive, corrective, and constructive feedback during each roleplay exercise.
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IV. Summary

References
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IV. Summary
This lesson outlined the many roles, responsibilities, and attributes of EMS
instructors and offered guidelines for functioning effectively in each role.
References

HUD Mentoring Program Train-the-Trainee Guide, Developed by ASA, April
1995
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LEGAL IMPLICATIONS

Harassment
Discrimination
Americans with Disabilities Act of 1992 (ADA)

Confidentiality

Recourse

Negligence

Occupational Health and Safety Act (OSHA)
Documentation

A A A A A A A A
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OVERVIEW

| Suggested instructional time for this lesson: 1-1/2 hours

Introduction

Legal and ethical issues are a vital element of daily life for emergency medical
personnel. What should an emergency medical technician (EMT) do if an accident
victim refuses care? Can a child be treated when her parents are not at home?
These issues arise daily for EMS professionals. It is important to familiarize
instructor trainees, not only about those issues which, through legislative action,
regulate employment practices, but also about legal issues that apply in a training
environment.

Lesson Objectives

Through group discussion and question and answer sessions, the EMS instructor
trainee will be able to:

® Define harassment and explain how the law applies to instructors

® List the elements of an equal opportunity statement

® Describe informal and formal grievance procedures

® State two responsibilities instructors must fulfill toward students

® State the four essential elements in a claim of negligence and explain
each

8 State three duties of the instructor that, if breached, could result in a

negligence claim

Materials Needed
8 Overhead projector and screen

® Flipchart (prepared objectives)
® Flipchart and markers

Instructional Strategies

® Llecture ® Visual Aids
® Discussion ®  Activities
® Question and Answer ® Guest Lecturer
The EMS Instructor Training Program: National Standard Curriculum 3-1
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Go over objectives using a

flipchart prepared before class.

Post prominently in the room.

E‘?‘ Ask a question

Lesson Objectives
l. EMS Instruction

A. Exponentially increased impact

B. Possible problems in the EMS system

Ask class for possible s Declining volunteerism
problems. s Turf problems

s Political problems

= Budget problems

C. Responsibilities as EMS instructors
1. All contractual obligations must
be met

101
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I.  The opportunity and responsibility of teaching

A. Exponentially increased impact
By teaching, EMS instructors can do a great deal for their community. Each
individual instructor can only care for a certain number of people, but through
teaching others, many people can be trained to serve their communities.
By teaching, EMS instructors have a great responsibility. The well-being of
every future patient of every student depends upon how well we do our jobs
as teachers.

B. Possible problems in the EMS system

1. Declining volunteerism

2.  Turf problems

‘ 3. Political problems

4. Budget problems

Despite these problems, the EMS system works well. It works well because
of the work you put into it.

C. Responsibilities as EMS instructors

1. All contractual obligations must be met
All courses must be taught according to the proposed curriculum. If the
course is due to meet every Tuesday and Thursday for 9 weeks, and the

instructor dismisses the class early on Thursdays to coach his child’s soccer
team, could a student who fails the course and the state test sue you?

The EMS Instructor Training Program: National Standard Curriculum 3-2
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&‘?“ Ask a question

What legal issues have been
addressed in the courses

you've taken? Which do you
feel should be emphasized?

2. Clearly defined standards

3. Respectful and fair treatment
il. Legal issues and their classroom

application

A. Regulation of employment practices

103
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Clearly defined standards

Students must know what is expected of them. They must also be kept up-
to-date on their performance levels. Instructors must provide written notice
of exactly why a student is deficient and what they can do, if anything to
remedy the deficiency. They must be given a chance to have more than one.
evaluator check their work, to avoid "s/he doesn’t like me" claims. This is
particularly important if the evaluator works for a competitor or has other
conflicts of interest.

Respectful and fair treatment

Students and instructors have the right to be treated with respect and to
receive fair treatment. If a conflict arises, the parties involved are
encouraged to follow an appropriate grievance procedure. Grievance
procedures may be available through the facility where the course is held or
within state and local organizations sponsoring the course. If no procedure
has been formalized, it is advisable to create one. See the section below for
more information about both informal and formal processes.

Legal issues and their classroom application

Instructors will be held accountable for transgressions in the classroom in
much the same way as employers and workers are accountable in the
workplace.

Regulation of employment practices

For issues that specifically regulate employment practices and not training
environments, instructors need to be aware of legislation and inform
students. National Standard Curriculum courses are performance-based,
used to prepare EMS professionals for on-the-job experiences. Guidance on
applicable legal issues, such as patient care and consent, are included in
many of the National Standard Curriculum courses. Even when course
materials do not include specific information on legal concerns, instructors
should take a proactive, preventative stance. Consult with the institute or
sponsoring agency counsel for state-specific laws, regulations, and for the
interpretation of policy. In the discussion of negligence later in this lesson,
we will look at both the work environment application and negligence in the
classroom.

The EMS Instructor Training Program: National Standard Curriculum ' . : 3-3
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Ask a question

Ask students for their
definitions of harassment and
list them on the board.

LESSON PLAN
B. Instructor accountability
lll. - Harassment
A. Types of harassment
B. Sexual harassment
1. Definition
105
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Instructor accountability

Instructors need to be aware that they will be held accountable for their
behavior. Practices, standards, and behaviors that are regulated or
proceduralized will be discussed in this lesson in terms of the legal recourse
that can be taken for alleged misconduct. Additionally, the organization
sponsoring the training, for which the instructor functions as a
representative, can also be held liable for instructor misconduct, as well as
the facility in which the course is being held.

Harassment
Types of harassment

Harassment includes all behavior that serves to embarrass, demean, disgrace,
humiliate, or intimidate another. Even though some behavior may seem
acceptable, if it is embarrassing or intimidating to another, it constitutes
harassment. Therefore, as an instructor, professional conduct is essential.
Racy jokes may be welcomed by some, but they are inappropriate in the
classroom, because they may offend others. Remarks intended as a joke
may be intimidating to a sensitive student, e.g., kidding about an exam
grade.

Sexual harassment

Sexual harassment is illegal in the workplace and the classroom, according to
Title VIl of the 1964 Civil Rights Act. Instructors must be aware that their
behavior, even if intended as friendly banter, can be misinterpreted.
Individuals who believe themselves to have been sexually harassed have
recourse through the legal system.

Definition

Sexual harassment is defined as any unwelcome sexual advances, requests
for sexual favors, or conduct of a sexual nature when:

®  Submission is implicitly or explicitly made a condition of employment
®  Submission/rejection is used as the basis for an employment decision
B Conduct substantially interferes with work performance '

The EMS Instructor Training Program: National Standard Curriculum 3-4
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LESSON PLAN

.

%‘I‘ Display OH #3-1
N

, Ask a question

Do you know of any cases of
sexual harassment in your
EMS community?

| Display OH #3-2

2. Examples

—

SEXUAL HARASSMENT

* Unwelcome sexual advances

¢ Suggestive or lewd remarks

» Unwanted hugs, kisses, touches
* Requests for sexual favors

* Retalialation for aenouncement of
sexual favors

* Derogatory or pornographic posters,
{ . cartoons, or drawings

of

Jld...

Discrimination

A. Preferences vs. prejudices

V.

g
DISCRIMINATION —

* Race * Disability
e Color * Gender
« Religion e Age

* National origin
preference

PREFERENCES OR PREJUDICES REGARDING:

* Sexual orientation/

5

3L

B. Equal opportunity statement
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®  Conduct creates an intimidating, hostile, or offensive environment

2. Examples
Some behaviors that have been identified as sexually harassing are:

Unwelcome sexual advances

Suggestive or lewd remarks

Unwanted hugs, kisses, touches

Requests for sexual favors

Retaliation for complaining about sexual harassment
Derogatory or pornographic posters, cartoons, or drawings

IV. Discrimination
A. Preferences vs. Prejudices

‘ Everybody has individual preferences. Discrimination occurs when
preferences lead to the unfair treatment of other individuals who may have
different preferences or attributes. Preferential treatment of a favorite
student is another form of discrimination. All students should be treated

equally.
B. - Equal Opportunity statement

The EMS community is committed to the principle that access to study or
employment opportunities be accorded to each person on the basis of
individual merit and without regard to race, color, religion, national origin,
disability, gender, sexual orientation/preference, or age (except where these
factors are bona fide occupational qualifications).

The EMS Instructor Training Program: National Standard Curriculum 3-6
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—

=3

.

Display OH #3-3 C. Americans with Disabilities Act (ADA)

1. Purpose of the Act

s

i
ADA PREVENTS DISCRIMINATION IN:

* Recruitment e Training

e Hiring * Job assignments
* Promotion * Benefits

* Pay ¢ Firing

=)

Legal Issuss #3-3

2. Definitions

m Disability

m  Major life activities

m Essential job function

m Reasonable accommodation

3. Job analysis and functional job
descriptions

1039

The EMS Instructor Training Program: National Standard Curriculum
National Highway Traffic Safety Administration, 12/95




Q

ADDITIONAL INFORMATION

Americans with Disabilities Act of 1992 (ADA)
Purpose of the Act

Specific legislation prevents discrimination against mentally or physically
challenged individuals, under the Americans with Disabilities Act of 1992
(ADA). The intent of ADA is to prevent job discrimination in all employment
practices, including recruitment, hiring, promotion, training, pay, job
assignments, benefits, firing, etc.

ADA specifically addresses the employment of a qualified applicant with a
disability, who can perform essential job functions, with or without
reasonable accommodation. NOTE: ADA does not impose affirmative action
obligations.

Definitions

Disability: physical or mental impairment that substantially limits a major life
activity.

Major life activities: hearing, seeing, breathing, performing manual tasks,
walking, caring for oneself, learning, or working

Essential job functions are those basic job duties essential to performance.

Reasonable accommodation must be provided, unless it would be an undue
hardship, defined as a significant difficulty or expense.

Job analysis and functional job descriptions

Functional job descriptions define exactly what the basic duties will be in
specific jobs, such as a paramedic. These duties may include such things as
lifting stretchers into an ambulance. If a person’s disability precludes them
from performing essential job functions, it is not discriminatory to refuse
employment in that particular position.

Within the EMS profession, functional job descriptions have been identified
via job analysis for specific positions. Each job analysis will include physical
requirements and those additional skills deemed necessary to perform to a
given level of competence. For example, the National Registry has

The EMS Instructor Training Program: National Standard Curriculum . : : 3-6
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E‘?j Ask a question

you avfaee of any
discrimination that has
occurred or was alleged to
have occurred during an EMS
course in your state?

Do you have any questions
about discrimination?

4. Entrance requirements for EMS
training

5. Classroom application of ADA

111 ¢
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conducted a job analysis for the EMT-Basic position. The results identified
reading and interpretation as an essential skill for EMT-Basic and above.
Refer to Appendix B for documentation of the National Registry’s Purpose of
Establishment as well as the job analysis for an EMT-Paramedic, including:

Environmental conditions
Worker characteristics
Physical demands
Comments

Skill level requirements

Entrance requirements for EMS training

Check with your State EMS office or the National Registry for additional
functional job descriptions, accommodation policies, and the entrance
requirements for specific EMS courses.

Classroom application of ADA
In the event a mentally or physically challenged individual is enrolled in a
course, instructors must make reasonable accommodation approved by the

State EMS office to assure them of the full benefit of the instruction.

Those accommodations made in the classroom may not be the same as those
approved for certification.

The EMS Instructor Training Program: National Standard Curriculum 3-7
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e Ask a question

00t ;T v

Can you give me an example
of a breach of confidentiality?

m Citing exam grades
s Compromising a patient's
privacy

@ Display OH #3-4

V. Confidentiality
A. Employment practices

B. Classroom application

at
v

CONFIDENTIALITY

Be careful—never compromise your
student's or patient's privacy

af
: a)

Logal fesuce
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Confidentiality

Existing legislation regulates and establishes criteria for the release of
confidential information.

Employment practices

For the EMS practitioner, work-related confidential information includes
patient histories, assessment findings, and treatment rendered. Written
permission, signed by the patient, is required for release, except for specific
exceptions.

Classroom application

In the classroom, access to education records is limited to students and
when under 18 year of age, to their parents. Education records include files
and other documents containing information directly related to each student,
and are maintained by an institution or organization. Information such a
student’s name, address, telephone number, major field of study, etc. may be
released if the institution gives public notice of intention to publish and the
student does not object. Students and their parents must be allowed access.
Exceptions to the restrictions can be made to school officials with legitimate
educational interest, for studies in which the records are purged of personally
identifying data, and by judicial order.

Instructors must be careful when using examples in class not to reveal any
information that compromises a patient’s privacy. This admonition also
applies to information about your students. It is inappropriate, for example,
to mention exam grades within the hearing of other students.

The EMS Instructor Training Program: National Standard Curriculum 3-8
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—_—

Ask a question

Is anyone aware of standard
grievance procedures for your
locality, state, or specific
institutions?

VI. Recourse
A. Purpose
B. Grievance Processes
1. Informal

2. Formal
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Recourse

Purpose

Individuals have recourse against unfair treatment. If discrimination results in
adverse circumstances for a student, such as the inability to complete a
course of study, legal recourse may be appropriate. For example, if an
instructor’'s behavior, comments, or attitude substantially interferes with
learning by creating an intimidating, hostile, or offensive environment, a
student could have the instructor removed from the faculty through a
grievance procedure and could invoke a civil suit for damages.

Grievance Processes

Grievance procedures are established processes that can be used to redress
perceived wrongs, whether it involves personnel, course administration,
evaluation, or other students. These can be informal or formal processes.

Informal process

The first step in trying to resolve a complaint through an information process
is to go to the other party involved, if that would not cause undue stress or
adverse repercussions (such as confronting a sexual harasser). The next step
is to bring the issue to the attention of other individuals responsible for the
course, in an effort to seek informal resolution.

Formal process

If attempts to resolve the conflict informally are unsuccessful, or if the
individual chooses not to seek redress informally, it is important that a formal
grievance procedure be filed. The filing should specify exactly to whom a
written complaint should be directed, as well as the detailed information that
should be included in the complaint. It must also specify when, and in what
form, the complainant will receive a response.

Typically, a written complaint would detail (1) the event(s) and fact(s) upon
which the complaint is based and (2) the issue(s) in question.

The EMS Instructor Training Program: National Standard Curriculum : _ 3-9
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VIl. Negligence
A. Context of responsibilities
1. To whom are we responsible?

s To our students
s To our students’ patients

2. Relationships between all parties

m |nstitutes
m Clinical sites
= Hospitals

3. Gray areas in the law

s Law is hard to find '

s Not many cases have been
decided

s Claims are being made, but
they don’t always go to court

s Law is dynamic, always
changing
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A student may not agree with the results of an evaluation. For example, if a
student fails the practical exams required by most states to practice specific
EMS functions, the student can challenge exam.

VIl. Negligence
As an instructor of EMS personnel, it is your responsibility to prepare your
students to face the reality of functioning within the health care field and the
all of the special risks and responsibilities that entails.
A. Context of responsibilities
1. To whom are we responsible?
®  To our students
®  To our student’s patients
2. Relationships between all parties: institutes, clinical sites, hospitals, etc.
3. "Gray areas" in the law
B Not many cases decided
® Law is hard to find
®  Claims being made, but they don’t go to court
® Law is dynamic, always changing
The EMS Instructor Training Program: National Standard Curriculum 3-10
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_ Ask a question

i

Who can tell me the elements
necessary to a claim of
negligence?

=

| | Display OH #3-5

(;

4. Can | be sued?

a. Examples

b. Lawsuits against EMS

personnel can and do occur

(1) Vehicle operations

(2) Poor patient care

B. Four elements of negligence

e

NEGLIGENCE

* There must be a duty
* There must be a breach of duty
* There must be harm to the person

* The harm must be a direct result of the
breach of duty

119
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4. Can | be sued?

a. Examples
If a plumber’s work can be found negligent, the people who have water
damage can sue. People in wrecks are entitled to be fairly compensated for
their loss. If a doctor, adequately trained, fails to function according to that
training, e.g., cuts off the wrong leg, prescribes medicines with a serious
side effect, go about an operation incorrectly, s/he can be sued.

b. Lawsuits against EMS professionals can and do occur

(1)  Vehicle operations
Most common cases involve vehicle operations. Safe driving is critical. An
Ohio medic was convicted for his part in a vehicle wreck and was sent to jail.

(2) Poor patient care
EMS professionals also get sued for poor patient care, just like doctors,
hospitals, and nurses

B. Four elements of negligence

1.  There must be a duty

2. There must be a breach of duty

3. There must be harm to the person

4. The harm must be a direct result of the breach of duty
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Ask a question

Describe the duties of an EMS
professional to his or her
patients.

e :
Wirite on flipchart

Record responses on a
flipchart labelied Duties.

Ask a question

Ask students what breach of
duty means.

C. Duty

1. Moral vs. legal duty

2. Due care
3. Standard of care

a. Differs from standard for
physicians or nurses

b. How and where standard is
established for EMS
providers

D. Breach of duty

1. Gross negligence is the criteria in
some states, not just mere or
reguiar negligence. However, gross
negligence remains undefined,
except by juries.
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C. Duty
1.  Moral vs. legal duty

Does anyone owe a duty to a blind person walking toward traffic? When
does the law impose a duty on EMS personnel? Do we have to stop at every
wreck? Do we have to help a person who "goes down" in a K-Mart? NO.
We don’t have to stop at every wreck, or help every injured person, just
because we have the training. However, if and when we do get involved,
then we have a duty to the patient.

2. Due care

We owe the patient the duty of due care. We must take care of the patient
the same way any other reasonably proficient person of similar training would
take care of the person, i.e., a doctor must care as other doctors, and so on.

. 3. Standard of care

a. Differs from standard for physicians and nurses

The standard of care for EMS personnel is not the same as for a doctor or a
nurse. We are compared to other reasonably trained, reasonably proficient
EMS care providers.

b. How and where standard is established for EMS providers

The descriptions for standard of care procedures for EMS personnel can be
found in textbooks and Department of Health materials such as skill sheets.
Expert witnesses, such as EMS professionals with substantial experience,
can also establish what a reasonably trained, reasonably proficient EMS
provider would do.

D. Breach of duty

1. Gross negligence is required in some states, not just mere or regular
negligence. However, gross negligence remains undefined, except by juries.
The criteria include whether the EMS personnel’s actions represented a
significant departure from the standard of care.

The EMS Instructor Training Program: National Standard Curriculum . : 3-12
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2. Duty of due care can be
breached by acts or commissions

3. Informed consent
a. Refusal of treatment
b. Refusal forms
E. Documentation on the job
1.  What to document

2. Guidelines for documentation

123
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2. Duty of due care can be breached by acts or omissions (failure to act).

Any investigation will attempt to find what care was given and why, as well
as what care was not given and why not. Most law suits regarding patient
care are brought for the failure to act when some action should have been
taken.

3. Informed consent

Informed consent means that a person is given reasonable detailed
information about what is going to happen and what the consequences are.
For example, "l would like to start an IV. Have you ever had one before?
This will hurt a little when | do it, but it will enable me to give you
medications and fluids via the most direct route. All right?"

a. Refusal of treatment—if a patient refuses treatment, advise them of the
worst possible consequences. They must be informed of the consequences

‘ of not accepting treatment.

b. Refusal forms —protect yourself by having them sign a refusal form, if they
are able. Have it witnessed by as many witnesses as possible, and even by
their family. This highlights the absolutely critical need for thorough
documentation.

E. Documentation on the job
1. What to document

Get a patient’s baseline and change of condition data. For your own
protection, get trip sheets, because prehospital charts are inadequate. They
only ask you to state what you did and perhaps why. They do not ask you
to explain what you did not do and why. If you decide not to do something
that could be considered reasonable treatment, document your reasons. The
rule is, if it isn’t written down, it didn’t happen.

2. Guidelines for documentation

These reports should be kept forever. However, the statute of limitations is
2 years, or for minors, 2 years after their 18th birthday.

ERIC
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Conduct activity

this actiwity, participants will
use what they have learned
about the definition of
negligence to evaluate
potential liability in a series of
classroom-based scenarios.

F. Harm
1. The person must be harmed

2. The harm must be the direct result
of the breach of the standard of
care

G. Measure of damages
1. Medical bills
2. Lost wages

3. Loss of life’'s pleasure, quality of
life, and pain and suffering

H. Activity 3.1—Negligence ‘

1. Break participants into small groups
(3-4 people), and ask the groups to
select a timekeeper and a reporter
(preferably people who have not
done so before).

2. Show overhead #3-5. Review four
elements of negligence.

3. Ask participants to turn to the
scenarios for Activity 3.1 in
Appendix A.

4. Each group will have 20 minutes to
identify level of liability and the
basis for liability.

5. When time is up, moderate
discussion on liability for each
scenario.
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Harm

The person must be harmed

Even if you do something, for example, drop a patient or fail to immobilize
them, if your action did not harm them, they do not have an essential
component of negligence. '

The harm must be a direct result of the breach of the standard of care

It may be difficult to sort out what injury resulted from a breach of standard
and what was incurred from the injury the EMT is treating. Resolution is
often obtained through expert testimony.

Measure of damages

If negligence is proven, there are a variety of damages.

Medical bills

Lost wages

For example, a 25 year old person, at $25,000 per year, for 40 years, equals
1 million.

Loss of life’s pleasures, quality of life, pain and suffering
Activity 3.1—Negligence

Refer to the scenario cards in Appendix A.

The EMS Instructor Training Program: National Standard Curriculum 3-14
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. Good Samaritan Law
J.  Why do people sue, and how can |

prevent it?

Vill.  Occupational Health and Safety Act
of 1970 (OSHA)

A. Purpose

B. Instructors should educate students
regarding applicable regulations
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. Good Samaritan Law
Local statutes apply.
J. Why do people sue, and how can | prevent it?

People sue because they are mad and feel that they have been poorly
treated. People do, however, accept human mistakes. If you make a
mistake, admit it, be humble, and apologize. Be nice to all patients. And
never talk crudely or rudely about an unconscious patient. It will come back
to haunt you.

VIIl. Occupational Health and Safety Act (OSHA) of 1970

A. Purpose

. The Occupational Health and Safety Act (OSHA) of 1970 regulates
employment environments and practices to ensure the health and safety of
our nation’s workforce. These regulations are enforceable by law and
penalties will be applied for non-compliance. The law applies to employers,
who must make the place of employment free of recognized hazards and
comply with OSHA standards, and employees, who must comply with the
standards that apply to their conduct on the job.

B. Instructors should educate students regarding applicable regulations

EMS instructors need to make students in EMS courses aware of applicable
on-the-job OSHA regulations for the courses they teach. For example, OSHA
regulates procedures and practices for employee protection regarding
exposure to blood-borne pathogens. Instructors teaching courses in which .
this is an issue should educate students during course delivery.

1 The EMS Instructor Training Program: National Standard Curriculum . . . 3-15
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Ask a question

What are our duties to our
students in the classroom?

@ Display OH #3-6

IX.

Negligence in the Classroom

A. Duty to provide a safe learning
environment

s

s.-LL.;

SAFE LEARNING ENVIRONMENT

* Infectious diseases

* Physical danger

¢ Classroom and site issues
e Equipment

* Personal space issues

;L

Lega) lasuca
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IX. Negligence in the Classroom

A. Duty to provide a safe learning environment

. Infectious diseases
Instructors have a duty to their students to take reasonable, adequate
precautions to maintain an environment free of infection. This includes
appropriate cleaning of CPR mannequins and protection from needle sticks,
e.g. AlDs.

n Physical danger
EMS courses involve a certain amount of risk. Instructors must take
reasonable precautions to protect students from physical danger and inform
them of potential risks. For example, extraction day, lifts, and carries all
pose a potential threat. Instructors should make every effort to ensure that
the students are physically able to complete a task as well.

[ Classroom and site issues
Instructors should attempt to safeguard students’ well-being when the class
location may pose a danger, e.g., snow covered stairs or a potential fall in
the pole room of a fire house. An incident like this actually occurred, in
which people had a scenario set up in a pole room in a fire hall. It was dark.
Students were told there was a victim in the room and when they entered
the room one of the students fell through the hole.

. Equipment
Class equipment should be in good working order. Old equipment should be
replaced, e.g, rescue equipment, long spine board.

[ Personal space issues
Instructors of EMS curriculum have a responsibility to instruct students in
appropriate and respectful interaction with another, particularly when the
situation requires physical contact that may be embarrassing to another. In
the extreme, it is possible that inappropriate patient assessments could be
interpreted as sexual assault or harassment. '

The EMS Instructor Training Program: National Standard Curricultfn‘ 3-16
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LESSON PLAN

Ask a question

Who can tell me about the
doctrine of assumed risk?

m Person must be warned

m Person proceeds anyway

m Person is injured by the
identified danger

B. Duty to warn

C. Doctrine of assumption of risk

D. Duty to provide adequate instruction

131 @
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As stated before, not only must you never talk rudely or crudely to an
unconscious patient, you must never touch any patient, or speak about them,
in a crude or rude manner. As students interact, it is the instructors
responsibility to ensure that this standard of behavior is enforced in the
classroom. Although students can be held responsible for their own
behavior, an instructor will be held accountable for a failure to maintain a
safe learning environment as well.

Duty to warn

Where there are risks, we must warn our students and protect them. Proper
warning and reasonable precautions will help in our defense, in the event of
injury or disease.

Doctrine of assumption of risk

® Person must be warned
® Person proceeds anyway
® Person is injured by the identified danger

In a case where it can be established that the student knowingly assumed
the risk, recovery is not available under the law.

Duty to provide adequate instruction

This is a gray area under the law, for the same reasons stated above: there
are not many precedents, precedents are hard to find, cases are being settled
out of court, and the law is dynamic and always changing. As we've
discussed, juries do and will continue to decide these cases as they appear in
courts of law. The question is, "Do you think there would be people on a
jury that would say we had a duty to teach students according to established
standards of care? Do you think that a judge might find that we had a
duty?”

Here are some examples to consider:
WHAT IF WE TAUGHT ...

... students to toss |.V. needles in the garbage and someone contracted AIDs
cleaning out the rig? »

The EMS Instructor Training Program: National Standard Curriculum 3-17.
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LESSON PLAN

‘ ) Ask a question

Do you have any questions
about negligence and how it
applies in the classroom?

E. Duty to the students’ future patients

X. Increasing documentation and other
safeguards

Use the list of questions to help define areas
of needed improvement:

s How well drafted are your clinical
agreements?

m  Who is responsible for the student while ‘
on clinical rotation?

m  Who does the student turn to if there are
problems?

m Are all of these policies in writing?

s What insurance requirements do you
have for the students?

m  Are the program administrators insured if
a student inadvertently hurts a patient?

m Are the individual instructors insured?

133 . @
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... students the wrong technique in tying off, or failed to instruct them to
keep clear during a defibrillation?

E. Duty to the student’s future patients

The same question applies here as well; will juries and judges determine the
instructor had a duty. In all probability, there will be claims and the courts
will find a duty. Injured people are looking in all directions for someone
responsible for their injuries who may be able to pay some of the
astronomical hospital bills.

X. Increasing documentation and other safeguards
Prudence demands that we do all that we can to protect ourselves, our

students, and our student’s future patients. Use the list of questions to help
define areas of needed improvement.

BEST COPY AVAILABLE
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LESSON PLAN

, Ask a question

Tell me which records you feel
it is important to keep.

L
M Write on flipchart

Record responses on a
flipchart labelled Records.
Then use this list to fill in any
blanks.

m Attendance records

s Class outlines for each of
the classes taught

s Copies of each handout

= Skill verification record

s Examination and
reexamination records

A. Types of records

B. Communication
1. Between instructors
2. To course coordinator

3. Establish what happened

XI. Summary

The EMS Instructor Training Program: National Standard Curriculum
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ADDITIONAL INFORMATION

A. Types of records
Identify essential records and ensure the system includes an adequate
recordkeeping process.

B. Communication

1. Between instructors
Instructors should discuss with one another what was covered, what was
omitted and why, and what seemed to give the students problems. These
items should be documented. '

2. To course coordinator
Individual student deficiencies should be reported —confidentially —to the
course coordinator as well as the student.

3. Establish what happened
This communication and documentation establishes exactly what the course
material contained and whether the student’s performance was reasonable
proficient for that level of training. You should have dates documented, so
that in response to a charge of negligence, you can clearly state something
like this, "Yes, that subject was covered on January 20, 1992. The student
was instructed to perform the procedure in this manner.”

Xl. Summary
The intention of this lesson is to increase awareness regarding issues with
legal implications. By no means should the information contained here be
construed as legal advice in a specific circumstance. Specific legal advice
regarding the status of a particular incident should be obtained from private
counsel.

The EMS Instructor Training Program: National Standard Curriculum 3-19
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References
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THE ADULT LEARNER

Learning Theory

Characteristics of Adult Learners
Learning Styles

Student Skills for Success

A A A A
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OVERVIEW

Suggested instructional time for this lesson: 2 hours

Introduction

To maximize his or her effectiveness in the classroom, the instructor must understand
the principles of adult learning and the various styles in which adults learn. The
instructor’s presentation must reflect, and constantly adapt to, the styles in which
adults learn.

Lesson Objectives

Through group discussion and question and answer sessions, the EMS instructor
trainee should be able to:

Define learning

Describe the three major learning theories

Describe four characteristics of adult learners

Create auditory, visual, and kinesthetic learning activities
List 5 study skills

List 5 test-taking skills

Materials Needed

Overhead projector and screen
Overhead projector markers
Flipchart and markers
Appendix B

Instructional Strategies

m Lecture
m Discussion
m Question and answer
m Visual aids BEST COPY AVAILABLE
The EMS Instructor Training Program: National Standard Curriculum ‘ 4-1

National Highway Traffic Safety Administration, 12/95
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INSTRUCTOR NOTES

LESSON PLAN

Go over objectives using a
flipchart prepared before
class. Post prominently in the
room.

{ Display OH #4-1

Ask a question

What are some variables that
affect learning?

Write on flipchart

Write participant ideas on a
flipchart page titled
"Learning."

Refer students to Reference
4-2 in Appendix B and
discuss.

Lesson Objectives

Learning

A. Definition

DEFINITION OF LEARNING

Learning is an enduring change in behavior,
or the capacity to behave in a particular way,
which is achieved internally through practice
and experience, occurs throughout life, and
is evidenced by observable external,
measurable means.

g

T .

The Adull T.owrmer

B. Conditions for learning
1. Previous experience
2. Attitude\Motivation

3. Stimulus

153
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ADDITIONAL INFORMATION

l. Learning
A. Definition

There are many different definitions of learning. Although these definitions do
not say exactly the same thing, there are certain core elements that should be
part of any definition of learning. Learning:

is a lasting change in behavior

results from practice or experience

is the capacity to behave in a particular manner
occurs throughout life _

is an internal change that is measurable externally.

B. Conditions for learning
The degree to which behavior changes depends on several conditions. The
‘ first condition is previous experience. Are the prerequisite skills and knowledge
in place so that learning can occur?

The second condition is attitude or motivation to learn. Learning will occur to
the degree a person wants, or has incentive, to change: his/her behavior. This
is generally not a problem with educating adult learners because they choose to
participate for specific reasons, e.g., job requirement, helping others, civic
responsibility.

The third condition is the appropriate stimulus (instructional method) which,
when applied, facilitates optimal learning. For example, imagine you are
teaching CPR and the instructional strategy is lecture supported by a "how to"
pamphlet, but no "hands on" experience. Your instruction probably will be less
effective for first time CPR students than an instructor whose instructional
approach includes practice with a mannequin. Cognitive knowledge as well as
psychomotor skills are critical to the proper administration of the CPR
technique. CPR training is more effective when participants are able to practice
the process and procedures.

The EMS Instructor Training Program: National Standard Curriculum ) ’ 4-2
O National Highway Traffic Safety Administration, 12/95 154




INSTRUCTOR NOTES

LESSON PLAN

Display OH #4-2

i Display OH #4-3

Il. Learning Theories

A. Behaviorism

BEHAVIORISM

Behaviorism states that learning has occurred
when there are changes in the form or frequency
of an observable behavlor.

Tho Adult Lawver 42

1. How learning occurs
2. Factors influencing learning

B. Cognitivism

Cognitivism focuses on learning as complex,
cognitive processes such as thinking, problem
solving, language, concept formation, and
information processing.

s}

The Adull Lasne

P al
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Learning Theories

There are three major learning theories in education today: behaviorism,
cognitivism, and constructivism. It is important for an instructor to have a
general understanding of what these theories are, and how they relate to
instruction and/or preparation for instruction. Specifically, as an EMS instructor,
you will be teaching a wide range of knowledge, skills, and abilities. Knowledge
of learning theories will help you to understand how and why learning occurs
differently for different types of tasks and people.

Generally stated, a learning theory is an organized set of concepts, principles,
and strategies that explains the process of learning and methods to facilitate
learning.

Behaviorism

Behaviorism states that learning has occurred when there are changes in the
form or frequency of an observable behavior.

How learning occurs

Learning occurs when the appropriate response is performed after a specific
stimulus has been applied. Behaviorism focuses on the association between
the stimulus and the response, and how that connection is made, strengthened,
and maintained. The classic example of behaviorism is that of the scientist
Pavlov's dog. Paviov rang a bell each time he fed his dog.. After awhile, the
dog would salivate (response) just from hearing the bell (stimulus). An EMS
example would be the increase in heart rate and adrenalin in response to a

. siren.

Factors influencing learning

The learner, the environment (factors and conditions), and reinforcement
influence how we learn. The most important of these factors is the
environment, and how stimulus and reinforcement for correct performance are
arranged within it.

Cognitivism

Cognitivism focuses on learning as complex cognitive processes such as

The EMS Instructor Training Program: National Standard Curriculum ' ' 4-3
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LESSON PLAN

Display OH #4-4

Ask a question

What factors affect the
EMT's learning on the job?

® If you don’t learn it and do
it correctly, somebody
could die

® Field conditions

1. How learning occurs
2. Factors influencing learning

C. Constructivism

B e

CONSTRUCTIVISM

Constructivism emphasizes that learning is
a function of how an individual creates
mesaning from his/her own experiences.

1. How learning occurs

2. Factors influencing learning

157
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thinking, problem solving, language, concept formation, and information
processing.

1. How learning occurs

Cognitivism focuses on the acquisition of knowledge and the internal mental
processes that facilitate learning. It also stresses the importance of how
information is received, organized, stored, and retrieved by the mind.

2. Factors influencing learning

Like behaviorism, cognitive theory stresses the role of the environment in
learning. Explanations, demonstrations, and examples all aid in the acquisition
of knowledge. For learning to take place, participants must be active in the
learning process. The difference between the two theories is that cognitivists
believe that learning occurs because learners are attending to and perceiving
significant features of the modeled behavior; not simply stimulus - response, as

‘ in behaviorism.

C. Constructivism

Constructivism approaches learning and understanding from the view point that
knowledge is a function of how an individual creates meaning from his/her own
experiences.

1. How learning occurs

Both constructivism and cognitivism view learning primarily as a mental
process; however, constructivists believe that individuals filter information from
their environment and create meaning by relating the information to past
experiences. For example, people can interpret information differently.

2. Factors influencing learning

The learner, the environment, and the specific interactions between these two

factors influence whether learning occurs. The learner's past experience also

plays a role in how he/she interprets new stimuli or situations. Like cognitivism

and behaviorism, constructivism emphasizes demonstration, examples, and

practice; however, constructivists believe demonstrations are critical to making
. the learner's experiences realistic and relevant. :

The EMS Instructor Training Program: National Standard Curriculum ) 4-4
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LESSON PLAN

Conduct activity

NOTE: Significant
preparation of materials prior
to class are necessary for this
activity.

Refer to the Activity 4.1
description page in Appendix
A for complete instructions.
Please note that an optional
enhancement is included.

Ask a question

Does anyone have questions
about learning theories?

D. Learning theories change focus

E. Activity 4.1 —Realistic Learning Tasks
1. Break into small groups.
2. Select a reporter and a facilitator.

3. Have fun.

4-5
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D. Learning theories change focus

No one theory of learning is necessarily correct. Modern approaches to
learning focus on realistic learning tasks that result in improved student
performance. Use the points from each of the theories that are most effective
for you and your students.

E. Activity 4.1—The Apple Exercise

This activity demonstrates how learning and the application of learning is
impacted when you move from "real" examples to relatively "unreal" or
"symbolic" representations of a concept or task. This activity also demonstrates
that there are kinesthetic, auditory, and visual (and even olfactory) aspects of
learning. Methods of addressing each area are covered in depth later in this

lesson.
. The EMS Instructor Training Program: National Standard Curriculum T 4-5
- National Highway Traffic Safety Administration, 12/95
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Ask a question lll. Adult Learning

What do you think are
characteristics of adult
learners?

Display OH #4-5 A. Characteristics of the adult learner

CHARACTERISTICS OF
THE ADULT LEARNER

e Self-directing
= Experienced
= Motivated

= Problem-centered

Ll g
!

1. Self-directing

2. Experienced

161
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ADDITIONAL INFORMATION

lll. Adult Learning
A. Characteristics of the adult learner

Instructing adult learners is very different from teaching children. Your role in
instructing adults tends to be that of a facilitator/instructor. Unlike children,
most adults enroll in classes or training with specific objectives in mind. Listed
below are some characteristics of adult Iearners and how an instructor might
deal with these character traits.

1. Self-directing

This means that learners are active in the learning process and are able to

determine their own learning needs. They learn best by doing, like to be

involved in planning and conducting the training (when possible), respond to a

friendly, informal, adult environment, like to be informed of their progress, and
‘ can assist in the evaluation of their own progress.

As an instructor, you must be aware of learners’ objectives for seeking training,
be supportive, and provide feedback on their progress. Your instructional
strategies should be interactive and hands-on.

2. Experienced

The adult learner has experience and wants to share it with others. This
experience is anchored in emotional frameworks consisting of values, attitudes,
and tendencies.

As an instructor, you should relate new material to your learners’ experiences,
encourage them to share their experiences, but monitor the number of "war
stories." Also, facilitate students’ learning from each other, and most
importantly, remember that learning may be difficult because it can require
change in long-established values, attitudes, and tendencies that are based on
prior experiences.

The EMS Instructor Training Program: National Standard Curriculum 4-6
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3. Ready to learn-motivated

4. Problem centered

Ask a question

What do you think are some
factors that would create
_individual learning
differences?

Display OH #4-6 B. Intrinsic differences

INTRINSIC DIFFERENCES

* Previous learning experiences
* Previous subject-matter experience
= Abilities

* Motivation

51

The Adull lawnar

13
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3. Ready to learn - motivated

The adult learner is generally ready to learn (based on a need), wants to learn,
will respond to a variety of instructional strategies, but may have very strong
opinions or ideas on certain topics or content.

Motivation is increased when the subject matter is relevant to the immediate
interests and concerns of the student.

4. Problem centered

Adults want to solve relevant, realistic problems, apply new information, and
have the opportunity to discuss and solve current problems.

As an instructor, you should provide realistic examples and exercises, and give
students the opportunity to practice. Adult students learn best by doing.

‘ B. Intrinsic differences

Each student will come to the classroom with a different set of experiences,
values, biases, knowledge, and skills. These differences can be attrlbuted to
the following factors:

1. Previous learning experience

Level (high school, college, etc.)

Type (vocational, military, etc.)
Experience (positive or negative)
Outcome (better job, raise, or no change)
Value (viewed as worthwhile or useless)

2. Previous subject matter experience

m Related vocational field (R.N., CPR instructor, etc.)
m Related education or training (military, biology major)

o | 164
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Display OH #4-7 C. Learning styles

LEARNING STYLES

o Professors
* Friends
e Scientists

e Inventors

Tha Acall Lawsraw 7

—

Professors

2. Friends

165

4-8 The EMS Instructor Training Program: National Standard Curriculum
o National Highway Traffic Safety Administration, 12/95




ADDITIONAL INFORMATION

3. Abilities

m Sensory (e.g., sight, hearing)
m Cognitive (e.g., problem solving)
m Psychomotor (e.g., mechanical aptitude)

4. Motivation

m Genuine interest
m Job or promotional requirement
m Self esteem

C. Learning styles

In addition to intrinsic difference among learners, there are different styles of
learning that as Instructors, we should be aware of. According to Garmston
and Wellman there are some descriptive "personas" representative of the

‘ various learning styles.

1. Professors

- The "professor’s" goal is competence. This type of learner wants to master the
information presented, so that he/she can recall it when necessary to perform
tasks.

As an instructor, provide this type of student with facts, citations, examples,
demonstrations, practice, detail, and feedback.

2. Friends

"Friends" want personal involvement and interaction with other participants.
Their responses to topics are generally based on their experiences. Feelings
and experiences are important to them.

As an instructor, provide group activities, real-world experiences and
opportunities for students to share their experiences.

166
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Ask a question 3. Scientists

Ask students to raise their 4. Inventors
hands to indicate which
learning style they think best
represents them. Ask if they
think they are representative
of most EMS students.

Do you have any questions
about characteristics of the
adult learner or learning
styles?

Display OH #4-8 D. Learning Methods—Use Your Sense(s)

oF » &
LEARNING METHODS

. = Auditory (Hear)
Refer to handout * Visual (See)

* Kinesthetic (Do)

Refer students to handout 4-1
in Appendix B. Itis an
example from EMT-Basic of
the AVK concept of learning.

# _J&

The Adeh encncr Laad
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3. Scientists

"Scientists" will reason with the information presented to them because they
want to understand and comprehend. It must make sense. They also like
structure and organization.

As an instructor, make sure your presentation follows a logical, organized
sequence. Also, once you give students data, ideas, and concepts, give them
the opportunity to analyze processes or formulate explanation or theories.
Allow them to inquire.

4. Inventors

“Inventors" are creative. They like to adapt, reorganize, and explore new ideas
or ways of doing something.

inventors can be a real challenge for an instructor, especially when there are
strict processes and procedures that need to be followed, as with the EMS
technical courses. However, whenever possible or appropriate, try to provide
inventors with opportunities, such as individual and group exploration or
creative self expression, to tap their creativity.

It is important to recognize that the learning styles described above are not
absolutes. Most people are a mix of several types depending on the
instructional content and instructional setting.

D. Learning methods—Use Your Sense(s)

Learners can also be categorized according to how they prefer to have material
presented to them. The three methods are auditory, visual, and kinesthetic.
Some courses provided by NHTSA, such as the EMT-Basic Course, specify
student activities for each lesson that are categorized by these three primary
learning styles. Each method is described below:

m Auditory (Hear). These student activities provide instructional material in a
verbal manner. Those students who learn best by hearing will benefit from
this method of instruction. An example of this type of student activity is:
Students should hear normal and abnormal airway noises.

The EMS Instructor Training Program: National Standard Curriculum 4-9
National Highway Traffic Safety Administration, 12/95 '
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This exercise can provide the
instructor with an informal
method of evaluating
knowledge of the learning
methods concept. This
activity could also be
conducted in small groups,
with each group
demonstrating in front of the
class.

Topics could include:

E. Activity 4.2—Learning Methods

1. Provide topics, or ask students to
think of a topic they can teach.

2. Ask students to think of ways to
instruct the topic using auditory,
visual, and kinesthetic activities.

B Make a snowman

B Ride a snowmobile

® How to ski

® Shovel snow

4-10 The EMS Instructor Training Program: National Standard Curriculum
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m Visual (See). These student activities provide instructional material in a

visual manner. Visual learners will benefit from this method of instruction.
An example of this type of student activity is: Students should see
breathing while an initial assessment is being performed.

Kinesthetic (Do). These student activities provide instructional material in a
performance manner. Those students who learn best by doing will benefit

from this method of instruction. An example of this type of student activity

is: Students should practice assessing breathing.

An example from the EMT-Basic Course is provided in Appendix B.

E. Activity 4.2—Learning Methods

1.

Ask students to think of a topic they can teach (not necessarily EMS-
related), e.g., water skiing.

Ask students to take 15 minutes and write ways to instruct the topic using
auditory, visual, and kinesthetic activities.

For example:

Auditory

m Hear changes in pitch of boat motor as skier is pulled up
Visual

m See equipment required
m See correct posture demonstrated

Kinesthetic

m Practice putting on equipment
m Practice correct skiing posture

3. Ask each student to read aloud his/her topic and activities to the class.

BEST COPY AVAILABLE

The EMS Instructor Training Program: National Standard Curriculum 4-10
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IV. Learning Tools

Ask a question A. Study skills
Ask students what study 1. Note taking
skills they use that are
helpful. 2. Underlining/highlighting

Write on flipchart

Write responses on flipchart.

171 @
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V.

Learning Tools

It will be common for you to have trainees who have not been classroom
students for a while. This can be a source of anxiety for many people, but
through coaching (instructor role) your students, you can build their confidence
through encouragement and guidance. Explain the use of the following study
aids and test taking skills.

Study skills

Student materials provided with the DOT curricula will vary in quantity and level
of detail. However, the following techniques can be used to improve students’
study skills for any course of instruction.

Note taking

If students are not provided a course outline, they should follow the
presentation structure, bulleting major topics and key points under those topics.
If provided an outline, more extensive notes can be taken under the major
topics and key points (if provided).

It is important that students DO NOT try and write down every word the
instructor says. This takes their concentration away from learning the subject
matter, and places it on writing notes.

As an instructor, you should be conscious of the speed of your presentation
particularly when students have few supporting materials. Students will need
more time to process the information presented and take notes. Deliver your
material in small chunks, and make sure you allow time for questions.

Underlining/highlighting

When students are assigned outside reading or are following a presentation
that has supporting materials, underlining or highlighting is a very useful
learning tool. Students can indicate quickly what topics or points are important
with little disruption of their cognitive processing of the presentation.

Highlighting important information in videos can be accomplished by mentally
picturing yourself performing the skills and drawing the critical elements.
As an instructor, help your students by noting important topics or key points.

The EMS Instructor Training Program: National Standard Curriculum ) 4-11
National Highway Traffic Safety Administration, 12/95 1 '7 D



INSTRUCTOR NOTES LESSON PLAN

3. Outlining.
4. Summarizing

Ask a question 5. Recording devices

Who has used recording
devices to tape a lecture?
Describe your experience.
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Your students are there to learn. It should not be their job to figure out what
you feel is important.

Outlining

If student materials are not provided, a helpful technique is for students to
review the notes they took in class, then develop an outline. This requires
students to go over the presentation in their minds, then arrange it in a logical
order. This process helps students identify areas of misunderstanding or
particular importance.

Summarizing

Whether student materials are provided or not, it is always a good idea for
students to summarize a presentation or lecture. Again, this requires students
to reflect upon the presentation, review their notes, then describe what they
have learned in their own words. Written summaries, as well as verbally
discussing the material or reading aloud the information you want to remember
are all effective summarizing techniques.

As part of the summarizing process, both instructors and students should tie in
new information with what has already been learned. This provides mental
"hooks" on which information can become more firmly attached.

Recording devices

Students may request to record your classes/lectures. This is common practice
on college campuses, but an instructor must give his/her consent to the taping.

For students who need to pay close attention to lectures, but also need to take
detailed notes, recording lectures is an excellent option. He/she can become
an active participant in the lecture, then re-listen to the lecture for the purpose
of taking notes. Another advantage is being able to listen to the tape while
traveling. If a student has a long commute and little time to study, listening to
lectures can be a way to make the time more productive.

The EMS Instructor Training Program: National Standard Curriculum 4-12
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6. Study environment

Generate a B. Test taking skills
discussion

Generate class discussion on
what instructors can do to
help students prepare for a
big test.

Display OH #4_9 _r_’,ﬁ_

TEST PREPARATION HINTS

* Get a full night's sleep before the exam
o Exercise moderately
e Eat a healthy meal

e Allow ample time to travel

* Keep a positive mental attitude

Tha Adull Fawrner #4-9

Ask a question

Do you have any questions
about adult learners or adult
learning tools?
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ADDITIONAL INFORMATION

As an instructor, you must decide if you will. allow students to tape your classes.
In general, it is not a problem. However, be aware that you can be held liable
for what is on the tapes. Additionally, if you feel taping will change how you
deliver your course, or make you feel uncomfortable, you may want to choose
not to allow it.

6.  Study environment

The best studying is accomplished in a comfortable place, free of external
distractions. It is best to set up a regular study schedule, preferably at the
same time each day for a specific period of time. Studying with another student
who is doing well in the class is recommended. Study for short periods of time
with frequent rest breaks. Short, frequent study periods are preferable to
marathon sessions. Last-minute studying is not recommended!

B. Test taking skills

‘ Adults, just like children, are subject to test anxiety. Ensuring the best possible
test scores is the responsibility of both the students and the instructor. The

instructor should not make tests a "taboo" subject. Inform students how they
will be evaluated, when evaluation will occur, and what content the evaluation
will cover. The subject matter on a test should not be a secret. If an instructor
has not addressed evaluation, students should raise the question. The second
part of the equation is that students are responsible for their knowledge of the
subject matter. Memorization techniques (mnemonics, mental imagery, self-
recitation, relating, etc.), simulated practice, and study groups are all techniques
that can improve evaluation scores.

Other test preparation hints are as follows:

m Get a full night’s sleep before the exam. Your body needs to be rested for
your brain to function at peak capacity.

m Exercise moderately prior to the test. The activity will increase your
cardiovascular status, thus increasing the blood supply to your brain.

m Eat a healthy meal. Do not eat a heavy meal within one hour of the exam.

The EMS Instructor Training Program: National Standard Curriculum ] 4-13
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V. Summary

References
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ADDITIONAL INFORMATION

m Allow ample time to travel to the testing location. When you have arrived,
take a moment to collect yourself by taking several slow, deep breaths
through your nose and slowly let them out. Try to relax all of your muscles.

m Keep a positive mental attitude toward yourself. Close your eyes and say
to yourself, "I know the material. | will do well on the test." Never say to
yourself. "l don't know the answer." Your brain’s capacity to search and
retrieve information can be clocked by negative thoughts.

Summary

Learning is a lasting change in behavior. Different learning theories propose
different explanations for how and why learning occurs. Instructors need to be
aware of the various characteristics and learning styles of adult learners in
order to design effective instruction. It is also incumbent upon instructors to
provide their students with tips on learning tools that help facilitate their study
and test-taking skills.

References

Berliner, D.C., & Gage, H.G. (1991). Educational Psychology (5th ed.).
Boston: Houghton Mifflin Co.

Dubs, S. Gail, (1993). Emergency Medical Services Study Guide. Harrisburg,

PA: Pennsylvania Department of Health, Division of Emergency Medical
Services. _

EMT-Basic: National Standard Curriculum, 1994.
Garmston, Robert J., and Wellman, Bruce (1992). How to Make Presentations

that Teach and Transform. Alexandria, Virginia: Association of Supervision
and Curriculum Development.

Head, Janet, (1990). The Instructor Resource Manual. R.J Brady & Co.

Heinich, R., Molendo, M., Russell, J.D. (1993). Instructional Media and the
New Technologies of instruction. New York: Macmillan Publishing.

The EMS Instructor Training Program: National Standard Curriculum
National Highway Traffic Safety Administration, 12/95

4-14
173



I-v#

Iourea J[Npy YL

05T L4l

*SUBIUI J[(BINSBIWL

‘[BUIIIX J[BAIISQO A( PIIUIPIAD SI

Pue ‘9JI1 IN0Y3NoIyY) SINdI0 ‘uaLIdxd pue
ddnoead y3noay) A[[eurdiul paAdYde SI YoIrym
‘Aem Jenonaed e ul dAeYydq 0) Ajeded 3y} Jo
‘I01ARYd( Ul dgueyd SULINPUD Uk ST SUIWLIBY|

ONINIVHT 4O NOLLINIAAdA

f




I9UIEdT NPV YL

161

“I0IABYI( J[(LAIISQO UR JO
Aouanbaij 10 wiI0j 3Yy) ur SAULBYD AT AIIY) UIYM
PAIINII0 Sty SUIWIBI[ Jey) SI)e)S WISLIOIABYIY

INSTIOIAVHHAA




-ttt IouIea NPV SYL

o _ — t

0O

F8T

~ -Suissaooxd uoneuLIOjUT

pue ‘uonjeurioj 3daduod ‘dgengue] ‘SUIA]0S
un[qoxd ‘SunyuIyj se yons $3ssad01d aAIU30d
‘x9[durod se FuruIed] uo SASNI0J WSIARIUFO))

INSIALLINDOD

o=



IQUIBdT NPV Y],

¢81

*SIIUAIIAXI UMO JIY/SIY W0JJ SUIuedIw
S9JB3.1) [BNPIAIPUI Uk MOY JO UorduUnj e
SI surured] jyey) saziseydwd WSIAIINIISUO))

INSIALLDNYILSNOD

it




S-v#

IQWIRQT NPV YL

cM
co

PAIJUII-U[QOIJ e
PIICAIIOJA o
PIIUDLIdAXT

SUNIMIP-JI3S

JHANAVHT L'INAV HHL
HO SOLLSTHALIVAVHO

L8T




O-v#

IWIBY | J[NPY Y

06T

UONBANIOA

SaNIIqY
UIALIAAXD J9))ewW-)d3[qNS SNOIAIIJ

SIUIALIIAXI SUILIBI| SNOIAIIJ

SHIONHIAAATA DISNIHLNI

C81

n




L-v#

IoUIeS )NPY YL

GT

SIOJUIAU]
SISIJUAIDG o
SPUILL] o

SI0SSIJOIJ o

SHTALS ONINA VA1

16T

i




IauUIed I[PV YL

IGT

LGl

(o) dnaY)sauryf .
(39S) [ensIA o

(IB3H) Aioypny .

SAOHLAN ONINIAVH'T




IOWIBYT NPV YL

¢GT ﬁ
dpninje [ejuda dAnIsod e daayy .
[9ARI) 0} dwin) djdure Mo[[y e
[eow AYj[edy & Jeq .
A[97eI9POUI ISDIIXY

wex? Y} 310Jaq dagys s,JysIu [[nJ € 395) .

SILNTH NOLLVIVdHddd LSH.L

v



CREATING AN EFFECTIVE LEARNING
ENVIRONMENT

Assess Your Audience
Assess the Physical Environment
Room Setup

Classroom Management

A A A A
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OVERVIEW

Suggested instructional time for this lesson: 1 hour

Introduction

This lesson explains the purpose of gathering information about students and offers
suggestions about the type of information that, once acquired, can contribute to the
success of a course. Guidance is given about how to adjust instruction to meet the
needs of each unique group of students. The importance of the learning
environment, its characteristics, and how to create an atmosphere that supports a
rewarding educational experience are discussed.

Lesson Objectives

Through group discussion and question and answer sessions, the EMS instructor
trainee will be able to:

m Describe three information-gathering techniques used to assess an
audience

m Specify three individual or group attributes that affect learning

Describe an adaptive strategy for dealing effectively with three individual or

group attributes

Identify two potential obstacles to learning

Cite methods to overcome two potential obstacles to learning

List five characteristics of an ideal learning environment

Describe seating arrangements that promote interaction

Name three factors that contribute to a stimulating atmosphere

Materials Needed

m Overhead projector and screen
m Flipchart and markers

Instructional Strategies
m Lecture m Visual aids

m Discussion m  Activity
m Question and answer

The EMS Instructor Training Program: National Standard Curriculum 5-1
National Highway Traffic Safety Administration, 12/95
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INSTRUCTOR NOTES

LESSON PLAN

Go over the objectives using
a flipchart prepared before
class.

e] Display OH #5-1
N

o
Write on flipchart

Ask the following questions,
and list student responses on
a flipchart labelled Audience
Information.

What can you find out about
your students during
introductions?

How might you adapt a lesson
plan based on that
information?

Lesson Objectives

l. Assess Your Audience

A. Information-gathering techniques

Llg — -1
INFORMATION GATHERING TECHNIQUES

* Introductions
e Surveys
« One-on-one meetings

* Informal focus group

-

Creating an Effective Educational Envirorement

'

1. Using introductions effectively
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ADDITIONAL INFORMATION

Assess your audience

For many reasons, it is necessary to know "who is in the room." Audience
characteristics are a principal concern in the design, development, delivery, and
evaluation of any educational experience. As courses are conceived, the
audience is postulated in a general sense and the material is planned
accordingly. During the first session of class, the premise gives way to reality,
and the adept instructor will adjust his/her strategies and methods as the
situation demands.

Information-gathering techniques
Using introductions effectively

Think back to the first lesson of this Instructor Training Program. Remember
the introductions? Valuable information can be shared during those first few
minutes of class. Handled effectively, an easygoing question and answer
session can help you to find out the particulars of an audience quickly, while at
the same time you demonstrate interest in your students as individuals—an
essential step in establishing rapport. The information you gather can be used
to adjust the instruction, thus enabling you to better meet the needs at hand.

Here are some questions to ask:

m Have you ever taught before? What courses?

m How long have you been involved in delivering emergency medical
services?

What is your specialty? Are you full-time EMS or a part-tlme volunteer?
Is this a required course or an elective?

Are there any particular skills you hope to improve?

Are you excited about being here?

Why? What do you hope to gain by attending thls training?

The EMS Instructor Training Program: National Standard Curriculum 5-2
National Highway Traffic Safety Administration, 12/95 ’
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2. Icebreakers
N Refer to handout 3. Surveys

Have students turn to the
blank survey in Appendix B,

reference 5-1, as an example.

4. One-on-one meetings

o

Focus groups

201

The EMS Instructor Training Program: National Standard Curriculum
National Highway Traffic Safety Administration, 12/95
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2. Icebreakers

m Hand out a sheet of paper with 20 "one-liners" on it describing hobbies,
activities, places visited, and other experiences. Have students go around
and get signatures of people who have had the experience.

m Distribute matching "items" and have students find their match, e.g., puzzle
pieces, numbers, etc. One variation is to have everyone put one shoe in a
large bag and then take someone else’s shoe out. When they meet their
match, they ask questions and then introduce the person to the rest of the
class.

3. Surveys
One way to get honest information from your participants is to conduct an

anonymous survey. If you have the opportunity, try and get the answers to
some pertinent questions ahead of time. This will allow you to prepare for any

‘ special needs in advance. If you cannot survey for the information ahead of
time, make the survey one of the first exercises in the course; then adjust as
necessary.

4. One-on-one meetings

Sometimes a student will approach you one-on-one about a question or
concern s/he was reluctant to bring up in class. For example, if a student
needs special arrangements for a makeup exam, s/he will often use "office
hours" to make the request. Sometimes students will simply catch you in the
hallway. Determine before the course starts if and when you will be available
outside of class and communicate this to the students on the first day. Use
these one-on-one meetings to get to know your students and to obtain
feedback about the class.

5. Focus groups

A focus group is just that, a group with a focus. Focus groups can be
information-gathering or problem-solving. A survey can be used prior to the
meeting; discussion can then center around the survey results. The instructor
of a new curriculum might conduct an informal focus group during the first
session of class with the goal of customizing the presentation before the next

‘ session.

The EMS Instructor Training Program: National Standard Curriculum - 5-3
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LESSON PLAN

—

%] Display OH #5-2
.

Please note that this material
reinforces much of what was
modelled in Lessons 1 & 2.

If you feel your students are
ready, proceed to the next
section and just let them know
the material is here for their
reference.

Ask a question

What might motivate a student
to attend a class?

Some possibilities:

Certification

Letter of recommendation
Specific skill acquisition
Information about specific
topics

B. Useful information and adaptive
strategies

USEFUL INFORMATION

* Motivation

e Student goals
 Expertise and experience
* Demographics

e Cultural perspectives

L

|
Creating an Effective Educational Environmeont #s-2

1. Understanding motivation

2. Balancing student goals with course
objectives

203
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ADDITIONAL INFORMATION

B. Useful information and adaptive strategies
1. Understanding motivation

As discussed in Lesson 1, the Introduction, student motivation is an important
component of successful training. You were urged to find out whether the
training is mandatory or voluntary and if students are excited to be in class. If
you have a highly motivated group, you may go through the course faster than
anticipated. If this occurs, restructure lessons and increase the depth planned
for the most relevant topics, and/or include more exercises, activities, and
practice. Some learners have a voracious appetite for knowledge and skills
and an adaptive strategy will help you to challenge them.

If a group is unmotivated, find out why. Address the issues whenever possible.
Enlist the students’ support in making the course more fun and interesting.
Control is important to adult learners. If you can persuade them that they
influence what occurs, they may work with you instead of against you to create
a more productive learning experience.

There are often incentives that motivate students to attend training and it is
good to know what they are. Perhaps the course is necessary for professional
advancement. You may have students who attend because the class counts
for continuing education credits and they are obligated to complete a certain
number of hours. Students may attend because they are simply interested in
the subject matter. As you seek to involve and interest your students, it helps
to understand what is motivating each of them.

2. Balancing student goals with course objectives

Differences may exist not only in basic enthusiasm, but in students’ focus,
interest, and how much value they perceive in various topics. Many times adult
learners have years of experience and want in-depth knowledge on the subjects
that interest them. They may want to concentrate on a particular skill or an
area that directly relates to their job requirements. As the instructor, you have
to measure individual interests against the lesson plan, try to meet the needs of
your students, and still present the entire curriculum.

201
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3. The significance of expertise

4. Using demographic information
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ADDITIONAL INFORMATION

For example, in the Instructor Training Program, literally hours could be spent
on the learning theory that underlies "practical" teaching methodologies.
Typically, the adult learner is interested in real-life application, and so the focus
of this course is on skill development. However, there may be those in the
room who are fascinated by the theoretical underpinnings of education. These
individuals see theory as the substance behind the application; others want to
"stop talking about it and just do it!" Instructors need to be able to balance the
objectives of the course with divergent participant interests. When in doubt,
look to the course and lesson objectives for guidance.

3.  The significance of expertise

Additionally, the depth and breadth of experience represented by each student
in each classroom is significant. Levels and types of experience vary from
course to course and, as an instructor, you must be ready, willing, and able to
adjust accordingly. How much experience have they had? Is there a wide
range in the degree and variety of expertise represented, or is the group fairly

' homogeneous?

Most groups are not homogeneous. Therefore, in a typical classroom, you will
have to "teach to the middle.” Some tips on remediation and enhancements
that target the students at either end of the spectrum are included in Lesson 7,
Evaluation and Lesson 8, Instructional Strategies and Methods. It is important
to evaluate student progress at regular intervals, throughout the course.
Frequent assessments allow an instructor to address problem areas before it is
too late for adaptive strategies.

4, Using demographic information

Demographic data includes details such as age, educational level, EMS
experience, and place of residence for each student. This information will help
you tailor your presentation; for example, through the use of age-appropriate
anecdotes. Students will appreciate it if you incorporate location-specific
practices/regulations or details unique to the branch of EMS service
represented. This is because adult learners have a strong desire to learn
material that is particularly relevant to them, not just information in general.

Demographic information should, on an individual basis, be anonymous. If you
want to report your findings to the group, do so as class averages. The course
‘ administrator may want to keep a record of demographic data.

The EMS Instructor Training Program: National Standard Curriculum _ 5-5
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&?ﬁ Ask a question

Ask what students think might
be potential obstacles to
learning.

5. Appreciating cultural issues

C. ldentify and overcome potential
obstacles to learning

1. Learning disabilities
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Appreciating cultural issues

Recognize that the ways in which individuals interact in a learning environment
can be influenced by unique cuitural characteristics. For example, certain
cultures place a high value on consensus-building. It may be difficult for an
individual who has adopted problem-solving strategies consistent with a
consensus-building approach to argue his/her position effectively in a group that
sees compromise as backing down, or even losing. As an instructor, you are
obliged to evaluate each student on achievement, regardless of personal style.
Furthermore, appreciation of diversity issues will help you to create an
educational environment that is flexible, creative, and receptive to the needs of
all students.

Identify and overcome potential obstacles to learning
Learning disabilities

A learning disability typically refers to any condition that interferes with an
individual's ability to absorb, process, and apply information. An "attention
deficit disorder," for example, is a condition in which concentration is impaired.
Dyslexia is a physical condition which presents impediments to processing the
written word. Below average reading ability is another obstacle to learning, as
is a deficit in study skills. Obviously, these must be dealt with effectively for the
student to derive maximum benefit from a course of study.

Learning disabilities should be handled on an individual and confidential basis.
You should encourage all students who have special needs to speak with you
privately. If you suspect a problem, approach the student yourself. Although
these conditions are being identified more reliably, many adults may have never
recognized their "symptoms" as something which, with appropriate
interventions, can be overcome. Explore solutions with the student to make -
his/her training an effective and rewarding learning experience.

The EMS Instructor Training Program: National Standard Curriculum T 5-6
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2. Physical limitations
3. State and institutional policies

4. Local resources
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2.  Physical limitations

Physical limitations are as important to identify as learning disabilities because
they too can affect learning. Adjustments to your instructional presentation may
be required for hearing- or visually-impaired students and wheelchair-bound
participants.

For example, a hearing-impaired student may require an interpreter. However,
a seat at the front of the class to facilitate lip-reading might be sufficient or even
preferable. When options are available, select an intervention that the student
feels comfortable with, and if lip-reading is the preferred solution, remember to
maintain an unobstructed view for the student as you lecture.

A visually-impaired student may require a front row seat as well, so that
instructional aids such as graphics and overheads can be seen clearly. As per
the design principles discussed in Lesson 9, Media, make sure that your visual
aids are legible. It may also be helpful to provide printed copies of your

‘ overhead transparencies.

3.  State and institutional policies

Contact your state EMS office to determine what, if any, accommodations are
required and/or appropriate. Disability requirements will differ for educational
institutions; check with site administrators for their guidelines. Appendix B
includes the accommodation policy adopted by the National Registry.

4. Local resources

Familiarize yourself with locally available resources, because there may be
times when you will need to refer a student to other sources of assistance.

You are not expected to be all things to all people. If a student is experiencing
serious personal problems that interfere with successful course completion, it is
probably in his/her best interest to address those problems with a trained
professional or personal friend rather than with you. That frees you up to make
reasonable adjustments to help them complete course requirements; this is
your responsibility as their instructor and should be the focus of your support
strategy.

-
210
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, Ask a question D. Your "Game Plan"—a review of

adjustment strategies
Can you think of other

adjustment strategies that we m  Restructure lessons by increasing
haven’t mentioned, particularly the depth of the most relevant
related to EMS? topics

m Add exercises, activities, and
practice

s Enlist the support and commitment
of students to help create a learning
experience that meets their needs

m  Give examples of how their
participation and feedback can help
you to make the material more
relevant and useful to them

m Meet individual needs, if possible;
e.g. letter of recommendation,
certification, critical skill
development

m Teach to the middle, but employ
remediation and enhancement
strategies

m Be aware; appreciate cultural
differences

m Use informal evaluation tools to
measure comprehension,
competence

m Assess frequently, before beginning
new material

11
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Your "Game Plan"—a review of adjustment strategies

Now that you've gathered all this data, how do you move forward with an
instructional "game plan" that will be effective? Teaching is a lot like coaching
a ball team. If you're out there on the field, and the defense seems
impenetrable, you may have to beef up your offensive strategy. On the other
hand, if your team is flying high, with victory in the air, how do you keep them
focused enough to win once more? Adjustment strategies should be
considered and incorporated on a case-by-case basis, depending on the needs
of the students.

212
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n] Display OH #5-3
N

e

e] Display OH #5-4

N

Il. Assess the Physical Environment
A. Features to consider

1. Facility issues

FACILITY ISSUES

* Location
» Parking
» Security
* Avallable space

* Refreshments

» Cost
.k .
Creating an Effective Educational Environment wS5-3
2. Classroom characteristics
=F 15
IDEAL LEARNING ENVIRONMENTS
* Clean, well-lit, comfortable
e Instructor-controlled climate
* Variety of seating options
» Additional space available
* On-site equipment
* Resources close at hand
-k
Creating an Effective Educational Environment 54
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Assess the Physical Environment

During training, it is important that students feel comfortable and are free of
distractions. It may be your responsibility as an instructor to research available
facilities and select the appropriate one for your course needs. Listed below
are some characteristics of an ideal learning environment. Take these into
consideration when you are securing a facility.

A. Features to consider

1. Facility issues
= Location
m Parking
m  Security
= Available space
= Restrooms
m Refreshments
m Cost
Determine what each facility provides for the convenience and comfort of
students and instructors. Be aware that the class schedule impacts criteria
importance, e.g., outdoor lighting and security may be essential for student
safety during night classes, while day classes require readily available food
service. You might also consider that parking needs are affected by class size,
and that your student population will probably be happiest with a local facility or
a trip to a coveted location.

2.  Classroom characteristics
Creating an effective learning environment requires attention to those aspects
of the training site that affect how comfortable students are in the classroom.
When students are at ease they are better able to concentrate and learning is
facilitated.

The EMS Instructor Training Program: National Standard Curriculum ' - 5-9
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3. Course-specific criteria
a. Break-out rooms

b. Special requirements
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ADDITIONAL INFORMATION

Consider some of the characteristics of an ideal learning environment:

Clean

Well lit

Climate control; i.e., the ability to adjust temperature

Classroom size is appropriate for the number of students and course
requirements

Seating can be arranged to suit the needs of each lesson

Additional space is available to store equipment and supplies, or as an
extra room for small group work

In addition to basic environmental conditions, consider the following:

m Equipment availability on site
m Organization and layout, i.e., resources close at hand and easily utilized
m Potential distractions, e.g., cheerleading camp directly outside the window

. 3. Course-specific criteria

a. Break-out rooms

When a course includes large numbers of students and the lesson plan calls for
a highly interactive instructional strategy, it is often beneficial to have
designated space available for small group work. Sometimes called breakout
rooms, these areas provide privacy during group interaction. This is particularly
useful if the group will be presenting to the entire class later on and an element
of surprise is desirable, or if the class size makes it difficult to concentrate in
one large room.

b. Special requirements; e.g. practical skills courses, such as ambulance
instruction

Be aware of any special equipment or site requirements. For example, if you
are teaching the Emergency Vehicle Operators Course (EVOC), you will need
outdoor space adequate for ambulance instruction in addition to classroom
space.

The EMS Instructor Training Program: National Standard Curriculum 5-10
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B. Facility arrangements
1. Find the right training facility
2. \Visit the site

3. Check out supplies and equipment

1% .
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B. Facility arrangements
1. Find the right training facility

As the instructor, it may be your responsibility to research available facilities
and select the appropriate one for your course needs. Use the criteria listed
above to assess the advantages and disadvantages of each site. Determine
essential vs. non-essential elements and eliminate potential sites that lack key
criteria. Then, weigh the advantages of each to decide upon the right training
facility for your particular course.

2. Visit the site

Once you have a training site secured, visit the room. Based on the room and
your instructional strategies, develop a plan on how to best utilize the space.
Determine workable seating options that allow space for all of the instructional
methods you will employ, such as lecture, small groups, and practical
exercises.

3. Check out supplies and equipment

Note the equipment requirements for each lesson and confirm what the site has
available and what must be planned for and provided by the instructional staff
or course administrator. Arrange for the equipment well in advance of the
training. ldentify in advance who is responsible for helping you to set up
equipment or replace faulty equipment. Have a supply of extra parts that may
need to be replaced; e.g., light bulbs for the overhead projector.

Prepare overhead transparencies and handouts as you complete your lesson
plan. Proofread carefully; participants will notice errors and be distracted by
them. Make sure that you have all supporting materials duplicated as far in
advance as possible, to allow time for unexpected delays or last-minute
corrections. For more information about media and equipment management,
see Lesson 9, Design and Use of Media.

The EMS Instructor Training Program: National Standard Curriculum 5-11
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4. Plan for known distractions

5. Scheduling
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5-12 The EMS Instructor Training Program: National Standard Curriculum
[MC National Highway Traffic Safety Administration, 12/95




ADDITIONAL INFORMATION

4. Plan for known distractions

Distractions come in all shapes and sizes, and are created by people, places,
and things. The concentration of students can be affected by poor lighting, a
lawn mower outside, a disruptive student, uncomfortable temperatures, rattling
air conditioning units, loud fans, street noise, etc.

Deal with known distractions before class begins. For example, if the lights
flicker, make sure the facility takes care of the problem right away. While it is
impossible to identify all potential distractions, a quick site survey may prevent
a difficult situation when class begins.

If a disturbance occurs during class, assess its significance. Though minor
distractions should be ignored, if something interferes with student
concentration, the training suffers. In those cases, consider options to resolve
the situation, either by yourself or as a class. When the class participates in
the solution, they are likely to be satisfied with the outcome. Don't let

. unforeseen events determine learning outcomes. Keep the course goals and
lesson objectives in mind and find creative ways make the instruction
accomplish those objectives regardless of disruptions.

5.  Scheduling

As you develop your agenda for the training session, plan for regular breaks.
Adults need frequent breaks to take care of physical needs (restrooms, coffee,
soft drinks, smoking, stretching), to stay alert mentally, and to take care of other
responsibilities. Scheduling breaks every 50 minutes is ideal, and sessions
should never go longer than 75 minutes without a break. Scheduling breaks
and listing them in your agenda gives students a sense of structure and control.
Of course, once a break is listed in the course schedule, participants will hold
you to it. If necessary, bring them into the decision-making process and reach
consensus on a change in schedule.

The EMS Instructor Training Program: National Standard Curriculum - ’ 5-12
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E“ Ask a question

What are some factors to
consider when you set up your
classroom?

@ Write on flipchart

List responses on a flipchart
labelled Factors in Room
Setup.

lll. Room Setup

A. Factors to consider

1. Lesson objectives and types of
activities

2. Space available

3. Group size

221 @
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Room Setup

Adults tend to have more physical discomfort in the classroom; for example,
difficulty seeing and hearing or discomfort sitting in one place for a long time.
It may have been a long time since adult students completed their formal
education and some may find it hard to adjust to the constraints of the
classroom.

Room setup is just as important as other aspects of lesson preparation.
Trainees will take their cue from the setting they encounter and their motivation
to learn will be affected accordingly. Orderly and careful preparation will
maximize comfort and minimize distractions.

Factors to consider

Consider the following factors as you determine the best seating configuration
for the classroom:

Lesson objectives and types of activities

Ask yourself what is required and what seating arrangements will best facilitate
goal accomplishment. Must students perform actions and/or demonstrate
understanding; i.e. performance- or knowledge-based objectives? What are the
space requirements for a given practical exam or activity? WIill students need a
lot of group interaction, or is there a great deal of individual analysis that is best
done without distractions? If the circumstances change from lesson to lesson,
can you alter the seating easily?

Space available

Ideally, the instructor would decide what the best classroom set up is for each
lesson based on the answers to the preceding questions, and that would
determine the classroom obtained. However, instructors will most often have to
choose among available rooms. Reality demands adaptation as well.

Group size

Some room setups accommodate large groups more easily. The number of
students will also impact the number of small groups or pairs, if needed. If
group work is part of your instructional strategy, plan accordingly.

The EMS Instructor Training Program: National Standard Curriculum 5-13
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Q] Display OH #5-5
N

4. Media

5. Need for instructor control vs.
participant interaction

B. Seating options

1. Classroom

Creating an Effective Educational Environment

223 C )
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4. Media

Seating must allow every student an unobstructed view of any visual aids used

during instruction.

5. Need for instructor control vs. participant interaction

Certain configurations encourage interaction more than others. If maintaining

attention becomes an issue, adjust accordingly.
B. Seating options
1.  Classroom

Advantages

Maximizes instructor control

Maximizes space
Disadvantages
m May lose people in the back of the room

m Discourages participation
m Reduces interaction among participants

oo
(B}
[N

Fair instructor mobility (with aisles at center and sides)
Good ability to see visual aids in the front of the room

The EMS Instructor Training Program: National Standard Curriculum
Q National Highway Traffic Safety Administration, 12/95
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Q‘ll Display OH #5-6

\

e] Display OH #5-7
N

2. Boardroom

15
I

':"L ‘.4

Creating sn Effoctive Educational Environment 3.6
3. Semi-circle, U-shape

= 13

Q25
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2. Boardroom

This arrangement works well for small groups of experienced trainees who
know one another.

Advantages

m Encourages interaction among participants

m Encourages participation

m Maximizes writing space for participants

m Excellent for team work in small or break-out groups

Disadvantages

Poor instructor mobility

Some participants may have difficulty seeing visuals
Some participants may have difficulty seeing instructor
Uses more space per person

Not suitable for large groups

3. Semi-Circle, U-Shape
Good for hands-on work where the instructor will cheéck on progress.
Advantages
m Excellent instructor mobility
m Encourages interaction among participants
m  Encourages participation
Disadvantages
m People near the front may have to turn to see visuals

m Uses more space per person
= May not work for large groups

Q The EMS Instructor Training Program: National Standard Curriculum - 5-15
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%‘II Display OH #5-8 4. Chevron

N

-3 Conduct activity

Six cards have been provided
in Appendix A, each with two
different situations. These
should be reproduced and cut
out prior to class. Use blank

j.

..:lL J;:h

Creating an Effoctive Edncational Bavironment "33

C. Activity 5.1—Room Setup
1. Form small groups
2. Given group characteristics and

typical learning events, come to
consensus on the ideal seating

cards if you prefer other arrangement(s)
examples.
3. Present your conclusions to the
class
D. Logistics involved in room setup
- 1. Team teaching
2. Time
227
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4.  Chevron
Advantages

Excellent instructor mobility

Excellent interaction among dyads or quads
Encourages participation

Provides writing space for participants
Good ability to see visual aids

Works well even with large groups

Disadvantages
m Poor for whole-group interaction
C. Activity 5.1—Room Setup

Divide the class into small groups. Six scenario cards have been provided for
this activity, each with two scenarios depicting different learning objectives,
types of activities, and class size. Refer to Appendix A, Activity 5.1.

Students should discuss optional seating arrangements, list the advantages and
disadvantages of each one, and come to consensus on the arrangement best
suited to the characteristics of each example. Each group should share their
results with the entire class.

D. Logistics involved in room setup
1.  Team teaching

In some team teaching situations, instructors spiit lessons between them. This
requires communication. Instructors should talk to one another about the
requirements of each lesson and plan ahead for changes in the room setup.

2. Time

Be sure to allow time in the course schedule for the logistics of rearranging the
classroom. You can ask the students to help you, but this is inherently
disruptive and you will lose some time. It is also a good idea to explain to
students why any changes are being made. '

The EMS Instrqctor Training Program: National Standard Curriculum 5-16
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IV. Classroom Management
A. Preparation
1. Checklist(s)
2. Helpful hints

B. Establish ground rules
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The EMS Instructor Training Program: National Standard Curriculum
National Highway Traffic Safety Administration, 12/95




ADDITIONAL INFORMATION

Classroom Management

Preparation
Checklist(s)

Checklists are valuable organizational tools. Encourage students to prepare
one prior to teaching a course and before each lesson. Depending upon the
course materials, equipment/supply requirements may be indicated in an
overview section at the beginning of the lesson. This list should be added to
with more specific notes as necessary. Refer students to the sample pre-class
checklist that has been included in Appendix B.

Helpful hints

m Flipcharts that can be done ahead of time will save you time in the
classroom. Roll the prepared sheets and secure them with a rubber band
until you get to the training room.

m  Match each overhead to the lesson plan outline.

Make sure that you have a transparency in good condition for each one
noted in the lesson plan. Clear plastic covers, three-hole punched, are a
great way to organize overheads and protect them. Simply arrange them
sequentially by lesson in an open binder on the lectern.

m  Arrive early

Get to the training room at least 45 minutes before your session begins.
This gives you time to skim through your lesson plans, run through your
pre-class checklist, and solve any problems you find. Additionally, you will
be able to greet the participants individually as they come in, which will help
them (and you) to feel more comfortable.

Establish ground rules
Ground rules specify the norms (or "shoulds") for a session. An instructor may

describe the ground rules for a session and post them, asking for any additions
that the group believes would enhance performance.

The EMS Instructor Training Program: National Standard Curriculum 5-17
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C. Encourage an interactive, participatory
learning environment

1. Set the tone

2. Practice active listening

231 ‘
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On the other hand, the instructor may begin with a blank slate and solicit group
input on ground rules that would make the group work at its best. Either way,
ground rules provide trainees with a structure from which to develop
expectations. Ground. rules make acceptable behavior clear up front and even
help to generate desired behavior. These rules are a valuable tool to use when
addressing inappropriate behavior.

C. Encourage an interactive, participatory learning environment

The ideal adult learning environment also includes less tangible elements.
Because adults have often had many valuable experiences that are relevant to
the course material, they will achieve the most when they have opportunities to
direct their own learning. As we've said, adult instruction must be participatory
to be effective. At the same time, instruction needs to be structured in order to
achieve its objectives.

‘ 1. Set the tone

Adults are self-motivated unless the environment threatens their self-esteem.
Many adults are uncomfortable with the possibility of venturing a "wrong"
answer or a "stupid" question, and may even be uncomfortable with being in a
teacher/student hierarchy. In teaching adults, it is essential to set the tone of a
session immediately. Participants will be absorbing your verbal and non-verbal
cues to assess your perceptions of them and the risks of participating. Make it
clear that you think of yourself as someone who is facilitating learning among
adults who already have a broad range of skills and experience.

2. Practice active listening

Active listening is an important part of creating an interactive environment. |t
involves carefully listening to what a participant is trying to communicate and
then reflecting back your understanding of what was said. Avoid simply
parroting back answers that trainees give. Instead, reflect, identify the most
important message, and summarize. In content areas, you can use active
listening to clarify. An example of an "active listening" response to a content
statement may be, "Jennifer, it sounds to me like you feel you understand the
[insert your own EMS process example] process as a whole, but are having
trouble linking [x to yJ. What do you think?"

Q The EMS Instructor Training Program: National Standard Curriculum : ' . : 5-18
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3. Pay attention to signals from
students

a. Regarding physical needs
b. Regarding distractions

c. Involve participants in
resolution process

233
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Active listening is invaluable when dealing with emotional issues or with
participants who are responding emotionally. After reflection, a simple
statement such as "John, it seems to me that safety concerns are behind your
objections to the new procedures" lets the student know that you take his or her
concern seriously and are attemptmg to work with them. Do not be concerned
about being wrong. Participants will quickly correct you if you are. If you have
listened carefully and tried to understand, students will appreciate it. In fact,
having someone listen carefully to their concerns is often sufficient to smooth
out a difficult situation. Active listening requires work, but the dividends can be
exciting.

Pay attention to signals from students
Regarding physical needs

Participants will give you cues about their physical needs. If they need a break,
they may withdraw, begin holding side conversations, or even engage in
challenging behavior. The most obvious sign that it is time for a break is
participants leaving their seats.

Regarding distractions

If participants are distracted by noise or sounds, they will generally concentrate
their attention on the source, withdraw, or hold side conversations. If
participants are too hot or too cold, they will adjust the temperature themselves

by removing or adding jackets, opening collars, fanning themselves, or
huddling.

Involve participants in resolution process

Check out unclear cues of participants by using active listening techniques.
Describe what you have noticed and suggest an interpretation. "l noticed some
of you putting your jackets back on. Is it too cold in here?" If practical, give
participants a choice when addressing a problem, particularly if they have
strong feelings. "It seems like the group is ready for a break, but we have one
short section left for this morning. Would you prefer to push on now and go to
lunch when we’re done, or take a ten-minute break now and come back to
finish this section before lunch?" The group will be more Ilker to cooperate if
they feel like they have some control.

The EMS Instructor Training Program: National Standard Curriculum 5-19
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V. Summary

References
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Summary

This lesson has presented the importance of knowing your audience before you
begin to instruct. Audience information allows you to tailor your presentation to
meet the needs of your students, thereby making your presentation more
effective. The lesson also discussed the importance of the learning
environment, and suggested a variety of seating configurations depending upon
the instructional objectives. Classroom management skills such as pre-class
preparation and establishing ground rules were introduced. Finally, the
principles of active listening, facilitation, and other facets of creating an
interactive, participatory learning environment were discussed.
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OBJECTIVES

Overview of Training Design and Development
Preparing to Teach Existing Curriculum

Learning Objectives

, Learning Domains

Getting Started—Determine Your Lesson Objectives

A A A A A
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OVERVIEW

Total time for this lesson: 2 hours

Introduction

This lesson is intended to familiarize you with the fundamental steps necessary to
develop effective training materials. It also provides specific information on how to
develop measurable objectives. Additionally, in this lesson you will complete the first
of a series of exercises that will culminate in your final presentation.

Lesson Objectives

Through group discussion, question and answer sessions, and individual activities,
the EMS instructor trainee will be able to:

m List five basic phases of training design and development

= Explain how to apply your knowledge of the training design and
development process to existing curriculum

m List the components of a measurable objective

= Explain the purpose of objectives, for participants and instructors

m |dentify objectives as either affective, cognitive, or psychomotor

Given a lesson from the EMT-Basic course, the EMS instructor trainee should be able
to:

m Evaluate existing lesson objectives and determine which are applicable

m Rewrite applicable objectives according to the A-B-C-D guidelines

= Demonstrate the ability, during your final presentation, to use these
objectives as the basis for content presentation and student evaluation

Materials Needed

m  Overhead projector and screen m Flipchart and markers
s Flipchart (prepared objectives) = EMT-Basic Lessons, Appendix B

Instructional Strategies
m Lecture m  Activities

m Discussion m Visual aids
m Question and answer

The EMS Instructor Training Program: National Standard Curriculum 6-1
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Go over the objectives using
a flipchart prepared in
advance. Post visibly in the
room.

Ask a question

Has anyone heard of or used
Instructional Systems Design?
What has been your
experience in designing and
developing courses?

Display OH #6-1

Tell participants that if they
have taught before, they have
probably been involved in one
or more phases of the ISD

Lesson Objectives

l. Overview of Training Design and
Development

A. Instructional System Design (ISD)

INSTRUCTIONAL SYSTEMS DESIGN MODEL

| pengn J———Sevelopmemj

Evalnation

process: . »
Dbjocrives .61
B Analysis
® Design 1. Analysis phase
® Development
® |mplementation a.  Analysis phase outcomes
® Evaluation
(1) Overall course goals are
determined
(2) - Audience is identified
(3) Training delivery
medium/media is selected
(efind
297
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ADDITIONAL INFORMATION

I. Overview of Training Design and Development

A systematic approach to the design and development of truly effective training
materials has been established for many years. While the process is constantly
being refined through research efforts, the basic elements have remained the
same.

A. Instructional System Design (ISD)

Instructional System Design (ISD) is a systematic, logical procedure used to
develop curriculum and instruction. The following five phases are essential and
will be discussed in detail in this lesson:

Analysis
Design
Development
Implementation
Evaluation

1. Analysis phase
The analysis phase is the "fact finding" stage of ISD. This phase is critical
because the information you collect and analyze is the foundation on which the
remaining phases are built.

a. Analysis phase outcomes
In the analysis phase, the following three steps are accomplished:

(1) Overall course goals are determined

(2) Audience is identified

(3) Training delivery medium/media is selected

The EMS Instructor Training Program: National Standard Curriculum 6-2
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Display OH #6-2

Display OH #6-3

b. Types of analysis

2P e
TYPES OF ANALYSIS
X Job X Resources
X Task X Mecdia
X Audience X Constraint
X Subject Matter
-Iﬂ n—
Objectives *6-2
2. Design phase
DESIGN PROCESS
e Develop objectives
. Develqp evaluation instruments
e Determine isite knowl s
it and Sty e koowledee
e Design materials
e Determine course sequence and
structure
.ﬂ 4.;_
Objectives 863
{ong
257

The EMS Instructor Training Program; National Standard Curriculum
National Highway Traffic Safety Administration, 12/95
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Answers to the following questions are discovered in the analysis phase:

Is the training needed?

Exactly what skills and knowledge must be acquired?

Who needs to be trained?

What type(s) of training would achieve the desired result7

What resources are available to develop and deliver training?

Are there any constraints limiting the process?

Which type of training delivery method(s) is optimal, given resources and
constraints?

b. Types of analysis
®  Job analysis— what skill must be learned or improved?
B Task analysis—how can that skill be broken down into specific tasks?

® Audience analysis—what are the significant attributes of the group that will
receive the training?

® Resource analysis—what assets can we bring to bear to accomplish our
training objectives?

8 Constraint analysis—what are the limitations we must operate within?

®  Subject matter analysis—what type of information will be conveyed in the
training? What is the scope and depth?

®  Media analysis —what is the most appropriate medium or media by which
the instruction should be delivered?

2. Design phase
Having selected the ideal way to deliver a particular kind of subject matter,

whether via an instructor in a classroom or by satellite to remote downlink
locations, you are ready to begin the design of your course materials.

The EMS Iinstructor Training Program: National Standard Curriculum 6-3
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Tell students to check with
their state certification office
regarding prerequisites for
specific courses.

a. Objectives and evaluation
instruments

b. Prerequisite knowledge, skills,
and attitudes

c. Design of course materials

oo
.l
2

The EMS Instructor Training Program: National Standard Curriculum
National Highway Traffic Safety Administration, 12/95




ADDITIONAL INFORMATION

a. Objectives and evaluation instruments

During the design phase, your course or curriculum starts to take shape. You
write measurable objectives that reflect the performance you expect students
to achieve, then you decide upon evaluation instruments that will measure
student achievement of these objectives.

With well-defined objectives, you can determine exactly how to test
achievement. You can write the test questions and design appropriate skill
assessments that will measure student competence. And with the objectives
and evaluation instruments in place, you can go on to develop the content of
your lesson plan, making sure to present all of the information students will
need to succeed when evaluated.

b. Prerequisite knowledge, skills, and attitudes

Once the objectives and the evaluation instruments are designed and

‘ developed, you can identify what knowledge, skills, and attitudes (KSAs) the
students must bring to the course in order to be successful. It is important to
establish a baseline of knowledge for your class, because even with certain
prerequisites defined, the class is likely to be diverse and it will require '
imagination and flexibility to instruct students of varying levels and
backgrounds. You should check with the state certification office to obtain
their prerequisite requirements for specific courses. For example, in most
states, you must pass EMT-Basic before you can take EMT Paramedic.

c. Design of course materials

In the design phase, the "look and feel" of the materials that will be used to
conduct the training should be decided upon. For example, guidelines for
printed matter, such as the layout of the manual from which an instructor will
ultimately teach, are determined. Also, the type of teaching methods, e.g.,
exercises, simulations, and class activities to be used will be decided, as well
as the types of supporting media, such as overheads, videotapes, or graphic
art.

For computer-based instruction, the design phase would involve how the

material is presented on-screen, and how component parts of the program

relate and interact with one another. Similar decisions are made when
. designing other presentations, such as video or correspondence courses.

1 The EMS Instructor Training Program: National Standard Curricutum 6-4
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d. Sequence of course content
Display OH #6-4 Development phase
Show sample Instructor Guide -;'J ......................................................................................................... t’-‘
and Student Manual. DEVELOPMENT PROCESS
Determine instructional strategies
and methods
Identl i
I« :;':y ﬁ‘s’r&s c learning events
Select and review reference material
Develop instructional materials
Review and revise materials
‘El ﬁ_
Objectives a6
a. Content is written
b. Supporting media is created
Display OH #6-5 Implementation phase
e s
IMPLEMENTATION PHASE
= Administration and
logistics
* Pllot course(s)
e Conduct training
w) ..jnJ
Objectives #6-5
a. Administration and logistics
6-5 The EMS Instructor Training Program: National Standard Curriculum
Q. National Highway Traffic Safety Administration, 12/95




ADDITIONAL INFORMATION

d. Sequence of course content

The last step of the design phase is to determine the appropriate sequence for
the course content. Take the material and arrange it in a logical order. Build
from rudimentary skills and foundational concepts to more advanced analysis
and application. Break the end result into manageable sections, and plan for
milestones along the way to evaluate progress.

3. -Development phase
a. Content is written

In this phase, the course content is drafted, reviewed, and edited. This
includes the development of all exercises and activities.

b. Supporting media is created

Any supporting media, such as overheads, films, charts, or posters, will be

created. The course materials developed should support your instructional
strategies and methods and facilitate learning in the classroom and performance
on the job.

4. Implementation phase

a. Administration and logistics
The implementation phase includes planning for the management and logistical
elements of fielding the course. This means making arrangements for copies of
materials, special equipment, additional instructors, classroom space,

notification of students, etc. This part of the implementation process ensures
that all materials will be in place when it comes time to teach.

BEST COPY AVAILABLE

The EMS Instructor Training Program: National Standard Curriculum 6-5
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b. Pilot course(s)
c. Conduct training
Display OH #6-6 5. Evaluation phase
EVALUATION PHASE
Ask a question
e Conduct formative evaluation
Do you have any questions * Revise course materials
about the phases of the ISD ' * Conduct summative evaluation
proéess? e Revise course materials (if necessary)
-l;! F‘_
Objectives Laad
a. Formative evaluation
b. Summative evaluation
P EAND!
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Pilot course(s)

Pilot courses are a means to gather valuable information about the training in a
realistic setting while there is still an opportunity for revision. As such, pilot
courses are part of the development process and are a type of evaluation. See
section 5 below, or Lesson 7, Evaluation, for details. If a pilot course is
included in the development plan, flaws in the design, content, sequence, and
flow of the instruction can be identified during actual delivery and then targeted
for improvement. Also, time frames allotted for sections can be redefined.

Conduct training—the final test of training materials comes when the course
"hits the streets."”

Evaluation phase

It is important to evaluate instruction during development as well as after
course delivery.

Formative evaluation

Formative evaluation is a term used to describe the process of revising the
course while it is being developed.

Formative evaluation uses data collected during the development phase to help
form the instruction. Data can be collected by working with drafts of the
course materials and a representative sample of the target audience. Pilot
testing the course is a primary type of formative evaluation.

Summative evaluation

Summative evaluation is undertaken when course development is complete.

Its purpose is to reach conclusions about how well the instruction worked. The
most obvious type of summative evaluation instrument is an end of course test.
We'll talk more about evaluation in Lesson 7.
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Il. Preparing to Teach Existing
Curriculum

A. Variety in curriculum design
1. DOT courses vary

2. Fully-scripted courses, all materials
provided

3. Unscripted courses, some materials
must be developed
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Preparing to Teach Existing Curriculum

Understanding the basics of training design and development helps you, as an
instructor, prepare to teach existing courses. In this lesson and those that
follow, you will learn how to apply each ISD phase: analysis, design,
development, implementation, and evaluation, to all aspects of instruction.
This will include working with lesson objectives, evaluation instruments,
instructional strategies and methods, supporting media, lesson plan
development, and course delivery.

. Variety in curriculum design
DOT courses vary

As an EMS instructor of DOT courses, you will generally not need to develop
curriculum. However, the materials you receive from DOT will vary in style,
organization, and readiness for delivery.

Fully-scripted courses, all materials provided

For example, there are courses, such as the Emergency Vehicle Operators
Course (EVOC), that are fully developed and provide all of the course materials
you need to teach. Instructional strategies have been devised and are scripted;
thus the instructor guide prompts you to "start a discussion” or "conduct an
activity." When you order the curriculum, all of the instructor/student guides,
handouts, job aids, transparencies, and evaluation instruments are provided.
When consistency is an issue, and for novice instructors, a fully-scripted course
can be an advantage.

Unscripted courses, some materials must be developed

At the other end of the spectrum, there are courses which require more
preparation time. For example, EMT-Basic provides you with lesson objectives,
a presentation outline, and suggestions for preparation. A list of equipment
requirements, both audio-visual and medical is included. There are suggestions
for student activities and performance evaluation instruments, but the materials
you will need to actually conduct the activity are not included, nor are the test
questions or lesson format.

The EMS Instructor Training Program: National Standard Curriculum 6-7
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Ask a question

Can you think of any other
questions to ask yourself as
you examine the materials
you will use to teach?

267

B. Apply your knowledge of ISD to
existing curriculum

1. Evaluate and revise provided
materials; design and develop
supplementary materials

2. Subject matter expertise is an
advantage

Ask yourself the following
questions when evaluating course
materials:

Does the material convey.
complete and accurate

information needed to perform
the job/task requirements? ‘

Do the evaluation instruments
measure what the objectives
say the students should be
able to do?

Are appropriate instructional
strategies and media being
used to present the message
in the most efficient and
effective manner?

Is the material structured in a
logical order, so that the
instruction builds from simple
to complex?

The EMS Instructor Training Program: National Standard Curriculum
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. Apply your knowledge of ISD to existing curriculum

Existing courses require different amounts of preparation. Your knowledge of
the ISD process will help you to produce complete course materials ready for
instruction both efficiently and according to established principles of training
design.

Evaluate and revise provided materials, design and develop supplementary

“materials

When working with the DOT curriculum, your knowledge of ISD can help you
in two ways. You can evaluate the completeness and appropriateness of the
materials and revise accordingly. You can also design and develop additional
materials when they have not been provided to you.

Subject matter expertise is an advantage
As an EMS instructor, you should be a subject matter expert in the area you

are teaching. Not only does this enhance your credibility with the students, but
it provides you a better base for preparing the materials for instruction.

263
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lll. Learning Objectives
A. Definition
1. Desired outcomes of the training

2. Types of outcomes

Display OH #6-7 B. Purpose

T 10

PURPOSES OF A LEARNING OBJECTIVE

Provide participants with
expectations and goals

Set limits and goals for content

Assist in media and method selection

ﬂ Serves as basis of student and course evaluation

Objectives 47

1. Effect on participants

a. Stated goals help participants
focus and achieve
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Learning Objectives

National Highway Traffic Safety Administration, 12/95

A. Definition

1. Desired outcomes of the training
Learning objectives are detailed descriptions of what participants should know
and/or be able to do when they complete a unit of instruction.

2. Types of outcomes
As you create course and lesson objectives, it is time to begin thinking about
exactly what will be required of the student to demonstrate proficiency.
For simplicity, objectives are sometimes referred to as knowledge- or
performance-based. Obviously, these overlap; you cannot perform a sKkill
accurately without knowledge. However, you can categorize objectives
according to the primary type of outcome.
Later in the lesson we will discuss in detail the idea of /earning domains.
Learning domains can be used to categorize objectives according to the type of
desired outcome, just like the terms "performance” and "knowledge.” In fact,
parallels exist between terms. For example, cognitive = knowledge-based and
psychomotor = performance-based.
The discussion of learning domains also includes the term affective in order to
describe desired outcomes that involve emotions and attitudes, an integral part
of EMS service.

B. Purpose

1. Effect on participants

a. Stated goals help participants focus and achieve
Participants learn best when they know, at the beginning of a lesson, what
they are expected to know or do at the end of a lesson. A properly written list
of objectives provides participants with information about the skills, knowledge,
and attitudes they are expected to demonstrate. This helps provide a sense of
direction and responsibility for learning.

The EMS Instructor Training Program: National Standard Curriculum 6-9
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b. Stated objectives encourage
active learning

c. Objectives provide a
measurable goal against which
students can evaluate their
progress

2. Effect on instructor, instruction

a. Objectives provide basis for
lesson content and delivery

b. Objectives serve to focus
instruction

c. Objectives are the basis of
student and course evaluation ‘
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Stated objectives encourage active learning

Without stated objectives, participants are more likely to become passive
attendees, since they must rely on the instructor to enable them to achieve
goals known only to the instructor. With objectives provided, participants are
given the purpose and outcomes expected from the instruction, thereby
enlisting their active participation in the training.

Objectives provide a measurable goal against which students can evaluate their
progress.

Effect on instructor, instruction
Objectives provide the basis for lesson content and delivery

Learning objectives are equally as important for the instructor. Learning
objectives are the basis for planning the content, instructional strategies and
supporting media to be used in each lesson.

The instructor must deliver the information in a way that directly supports
student achievement of objectives. Carefully written objectives point the
instructor toward appropriate teaching methods. For example, if the objective
says the student must "demonstrate cardiopulmonary resuscitation (CPR) on an
adult patient,” the instructor must use several teaching methods to ensure
student competence. These would probably include lecture, demonstration,
and a practical exercise. The method suggests or even dictates the media; i.e.,
the practical exercise requires a manikin.

Objectives serve to focus instruction

The objectives help you cover exactly what is necessary, to set limits and goals
for the material to be covered in each lesson. This keeps the lessons sharp and
focused.

Objectives are the basis of student and course evaluation

Learning objectives help "close the loop" of instruction. Evaluation methods
must be selected to ensure that learning objectives are met. Carefully written
objectives give the instructor measurable criteria to use when designing and
developing evaluation instruments.

The EMS Instructor Training Program: National Standard Curriculum 6-10
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C. Activity 6.1—Use Your Objectives

1. Identify teaching methods based

Write a sample objective on a on a sample objective

flipchart and solicit ideas for

teaching methods. Record 2. Discuss the reasons why certain
responses on a flipchart : methods are more effective with
labelled Delivery Methods. specific objectives.

Offer guidance and feedback.
The entire activity should last
about 10 minutes.

Sample objectives include:

Describe correct reaching for
log rolls.

Defend EMT-Basic treatment
regimens for various
respiratory emergencies.

List signs of adequate air
exchange.

Describe the structure and
function of the cardiovascular
system.

Demonstrate the maintenance
of an automated external
defibrillator.

Describe how and when to
cut the umbilical cord.

Demonstrate post delivery
care of infant.
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For example, if the student must "demonstrate CPR on an adult patient,"
written evaluation alone is not an effective evaluation instrument. Although
students must have a cognitive understanding of the steps involved in CPR,
and that knowledge might be tested in a written exam, the actual performance
must be tested via a practical exercise. Actually, the term psychomotor implies
both "knowing" and "doing," and thus is favored among some educators for its
precision.

-Later, in Lesson 7, we will discuss evaluation methods in detail. You will see

that certain evaluation instruments more effectively measure certain types of
learning objectives.

Finally, the effectiveness of the course itself can be evaluated by measuring
student performance on the objectives. Weak areas of the presentation can be
identified, particularly where students perform poorly, and the course can be
improved.

. Activity 6.1—Use Your Objectives

Use a guided discussion to help students identify appropriate teaching methods
based on a sample objective. Discuss the reasons why certain methods are a
good fit with particular objectives.

271
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IV. Learning Domains

Display OH #6-8 A. What is a learning domain?
_5} ........................................................................................................................ ﬁ:_
THE THREE LEARNING DOMAINS
Cognitive
AfTective’
Psychomotor
| S — g

B. - Why classify objectives by learning
domain?

1. Expedites the selection of
appropriate media and methods
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IV. Learning Domains

A.

What is a learning domain?

Learning, as we discussed in Lesson 4, involves a lasting change in behavior or
a newly acquired ability to behave in a particular way. These behavior changes
or mastered skills are called learning outcomes, or objectives. Objectives can
be classified into categories or domains, according to the type of behavior that
is targeted.

There are many theories and approaches regarding objectives. However, most
instructional design theorists and practitioners agree upon three learning
domains. Each domain has a certain type of behavior as the primary goal of
training. The three domains are called cognitive, affective, and psychomotor.

Why classify objectives by learning domain?

On the surface, the concept of learning domains may seem a bit too academic.
However, these categories help us, as instructors, to define more specifically
exactly what we intend to accomplish and how we will go about it.

Classifying objectives by learning domain:
Expedites the selection of appropriate media and methods

By understanding the type of learning outcome that must be achieved, the
instructor can select teaching methods and media that will be most effective in
achieving that objective. For example, a student will learn a skills-based
objective better through observation and hands-on practice than via a lecture or
by reading an illustrated manual.

The reason for this is simple. Even though an illustrated manual might portray
all of the steps accurately, have excellent pictures, and offer thorough
explanations, a student does not get a "feel" for the process by reading and
looking at pictures.

o290
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2. Facilitates the selection of
appropriate evaluation tools

C. The Cognitive Domain

1. Description, typical wording of
cognitive objectives

Ask a question 2. Cognitive skills are crucial for the
' EMS professional

Can anyone give me an
example of a cognitive
objective for an [EMS
example] class?

O
~3
~
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For example, no textbook can describe the resistance felt when trying to push
a needle through skin. A book cannot tell a student how much pressure to use
or how fast to go, at least not with accuracy. It is not until that student
actually picks up the syringe and performs the task that full comprehension and
competent performance can be achieved.

Facilitates the selection of appropriate evaluation tools

Remember, desired outcomes (learning objectives) are the foundation of the
entire learning process. Just a basic understanding of learning domains can
help an instructor to select the best evaluation instrument. For example,
written exams are often used to evaluate objectives in the cognitive domain,
while observation and peer evaluation are more often used to evaluate
objectives in the affective and psychomotor domains.

We will discuss specific types of evaluation tools in Lesson 7, Evaluation.
First, let's describe each domain in more detail.

. The Cognitive Domain

1. Description, typical wording of cognitive objectives
We use the term cognitive to describe a goal that relates to knowledge.
Obijectives that fall into this category often start with words like describe, list,
name, cite, and explain.

2. Cognitive skills are crucial for the EMS professional
The cognitive domain of learning is comprised of mental skills ranging from
simple to complex.
Cognitive skills are crucial for the EMS professional. To be effective, the
Emergency Medical Technician (EMT) must memorize facts, such as the normal
range of temperature or blood pressure for the human body. EMTs must also
make assessments during emergency situations. These assessments involve
higher level thinking skills. ‘

® 273
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Introduce students to the 3. Skill level—complexity of mental
basic levels of mental activity activity required
from simple to complex.
Offer a couple of examples, The basic levels of mental activity,
such as those given in the from simple to complex are to:
Additional Information.
B Recall
Non-medical example: B Understand
Declaration of Independence B Apply
B Analyze
Medical example: B Synthesize
blood pressure B Evaluate
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3. Skill level—complexity of mental activity required
Educators and theorists have agreed on certain levels of mental activity,
according to complexity. Here are the basic levels, using a non-medical and
then a medical example:

a. Non-medical example
‘Recall—on what date was the Declaration of Independence signed?
Understand—why was it signed?

Apply —how does this information relate to a new situation?

Analyze —how can this event be broken down into parts? What factors were
necessary and sufficient for this event to occur?

Synthesize —do those conditions exist elsewhere? Could a similar event
happen again?

Evaluate— what other actions could have been taken? What would have been
the outcomes of alternate actions?

b. Medical example
Recall— what is the normal range of blood pressure for the human body?

Understand —how does blood flow through the body? What factors affect
blood pressure?

Apply —how does my understanding of blood pressure relate to this situation?

Analyze —what steps are necessary to prevent damage caused by abnormal
blood pressure?

Synthesize—how does my understanding of blood pressure relate to other
medical conditions?

Evaluate —what actions are possible, and what are the potential outcomes of
‘ alternate actions? o
250
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Four levels:

B |mitation or repetition

® |ndependent action

® Precision

® "Automatic" performance

D. The Psychomotor Domain

1. Description, typical wording of
psychomotor objectives

2. Types of skills—physical,
mechanical, and manual

3. Skill level—degree of coordination
required to perform the task
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. The Psychomotor Domain
Description, typical wording of psychomotor objectives

The term psychomotor refers to objectives that require a student to "do"
something. This type of objective starts with words like perform, administer,
produce, or exhibit.

Types of skills
The psychomotor domain involves physical, mechanical, and manual skills.
Skill level —degree of coordination required to perform the task

Like the other domains, the psychomotor domain is organized according to skill
level. The levels are based upon the degree of coordination required to perform
a task, and they progress from simple repetition to the highest level of
mind/body coordination. For learning to occur most effectively, the student
should progress through the levels sequentially.

The lowest psychomotor skill level is imitation, the simple repetition of an
action observed. The next is independent action, in which the student must
remember what was observed and perform. Accuracy is addressed at the next
highest level, in which the student is expected to perform the action precisely
as taught, without errors. At the fourth level, the student can function almost
unconsciously, leaving his or her mind available to process other information.

High level psychomotor skills are essential for the EMS professional.
Emergency situations are often chaotic and traumatic for those involved.
Increasing proficiency in psychomotor skills to the level of efficient,
unconscious performance allows the EMT to be aware of and handle
demanding situations while performing routine procedures quickly and
effectively.
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4. How to teach a skill
a. Demonstration
b. Coaching
¢c. Drilling

d. Evaluation
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How to teach a skill

In order to teach psychomotor skills, you have to understand the steps
involved. :

Demonstration

Demonstration is essential. Students must observe the action performed
correctly and be able to imitate what they see.

Coaching

Coaching is important, because once learned incorrectly, a behavior is difficult
to change. As an instructor, you must have sufficient staff on hand during
practical exercises to offer immediate feedback to students. First demonstrate,
then have students imitate what they observed. Watch their performance
carefully. Note any missing steps or flaws in technique that can affect the
success of their actions. Use corrective and positive feedback to guide them
toward superior performance. Refer to Lesson 1, Instructor Roles and
Responsibilities, for an explanation of these types of feedback.

Drilling

Drilling is merely repetitive practice. It is important for students to perform the
same task over and over, until it becomes second nature. Educators talk about
"kinetic memory." This term refers to the fact that, given enough repetition,
our bodies begin to perform familiar actions unconsciously; e.g. riding a bike.

Evaluation

For most psychomotor skills, it is appropriate to use interim and final
evaluations to secure optimal performance.

Interim evaluations can be done several ways. One method is to gradually
increase the level of precision or accuracy required of your students. For
example, you might allow for three errors when students perform an initial
patient assessment during an interim evaluation, but only one for a final.
Another form of interim evaluation might be to test on each step of a fairly
complicated process. Or, you could change the conditions under which the
skill is performed, if they affect difficulty.

The EMS Instructor Training Program: National Standard Curriculum 6-16
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| 'll Conduct activity

In this activity, students will
teach each other simple skills,
using the four steps of skill
instruction just discussed:
demonstration, coaching,
drilling, and evaluation.

Tell students that giving
instructions clearly is
extremely important during all
instruction, and particularly
when teaching a skill. Have
students read reference 6-1 in
Appendix B, Giving
Instructions.

Pass out copies of the
Demonstration Checklist.

Be sure to have the observer
fill out this form for all
trainers.

Collect the checklists if you
want to include the results in
your evaluation of the
Instructor Trainees. The
results may also be helpful as
you target skill development
objectives for each student
and help them to achieve
competency for the Final
Presentations.

5. Activity 6.2—Teach a Simple Skill
a. Break into small groups

b. Select a trainer, trainee(s), and
an observer(s)

c. Refer to references 6-1 and 6-
2 in Appendix B

m  Giving Instructions

®m Demonstration Checklist
d. Have the observer fill out a

Demonstration Checklist for

each training session. Rotate

the roles of trainer, trainee(s)
and observer.
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The final evaluation should take place under similar conditions and with the
same equipment the EMT would have on the job. Practical skill tests given by
the state EMS offices are often the final evaluation of psychomotor skills
learned in EMS courses. Prepare your students for their Practical Exams by
replicating the exam conditions as closely as possible.

5. Activity 6.2—Teach a Simple Skill

‘Break into small groups and rotate the roles of trainer, trainees, and observer.
The observer should use the Demonstration Checklist in Appendix B to record
observations during the "training.”

Have each of them teach the others a simple skill. Require them to break the
skill down into sequential steps and make sure they use each step of the
training process: demonstration, coaching, drilling, and evaluation.

The EMS Instructor Training Program: National Standard Curriculum 6-17
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E. The Affective Domain

1. Description, typical wording of
affective objectives

2. Types of behaviors addressed by
affective objectives

3. Skill level—degree of personal
commitment and consistency
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| Conduct activity
2% (optional)

Use the scenarios provided in
Appendix A if you feel your
students need more exposure
to the concepts and
application of affective
domain objectives.

Conduct activity

Assign the following topics or
create your own:

® Make a pizza
® Wash an ambulance

® Sell a residential property

4. Activity 6.3—Writing Affective
Objectives (optional)

a. Write an affective objective

b. Describe how you would teach
the skill

F. Activity 6.4—0Objectives by Learning
Domain

1. Form small groups; select a
reporter, facilitator, and
timekeeper. You will have 10
minutes to complete the task

2. Write 2 objectives for each domain
on the topic assigned

3. The group reporter will present

your conclusions to the class

V. Learning Your ABCD’s—How to Write
a Useful Objective

A. Components of a well-written
objective: A-B-C-D

1. A is for Audience
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The Affective Domain
Description, typical wording of affective objectives

The affective domain is perhaps the least understood of the three learning
domains. However, the delivery of emergency medical services demands an
understanding of the emotional and psychological factors that affect a patient’s
well-being and ultimate recovery. It also demands an understanding of the
appropriate attitudes to be exhibited by EMS professionals. This is why
affective learning objectives are included in some EMS courses.

Affective objectives might include words like exp/ain, demonstrate, display, or
as evidenced by.

Types of behaviors addressed by affective objectives

The affective domain of learning encompasses attitudes, feelings, and values.
Achievement of affective objectives is the most difficult to measure, since it is
difficult to know when an attitude, feeling, or value has truly been instilled. In
addition, affective learning may be displayed over time, since it can involve
long periods of experience, debate, mentoring, and soul-searching.
Communication skills are one example of affective learning outcomes. Other
instructor skills, such as the ability to appropriately counsel your students, have
affective components as well. A proper method of evaluating communication
and/or counseling skills might be observation, using a checklist of desired
behaviors.

Skill level —degree of personal commitment and consistency

Skill in the affective domain involves sensitivity to and awareness of the needs
of others. It means reacting in such a way that patients feel safe and confident
they are in competent hands. An EMS student who is developing affective
skills will demonstrate genuine interest in the emotional and psychological well-
being of each and every patient. Over time, the student will act consistently,
in accordance with values that have been internalized, not mandated.

In other words, the targeted behaviors of empathy, the ability to engender
trust, and the ability to listen attentively will be demonstrated time after time,
in stressful situations.
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. Activity 6.3—The Affective Domain (optional)

This is an optional activity that can be used to further acquaint students with the
affective domain. In Appendix A, scenario cards have been provided with
descriptions of situations requiring affective skills, as well as a blank card if you
prefer to create your own or to have students generate the scenario.

Instruct students to write an objective that targets the desired behavior. Then
have them describe how they would teach the affective skill. Debrief as a class.

. Activity 6.4—Objectives by Learning Domain

Now give students a chance to apply what they've learned by writing objectives
according to the primary learning domain.

Students will work in small groups, selecting a facilitator, reporter, and timekeeper
as before. Given assigned topics on which to instruct, students will generate two
objectives targeting each learning domain. The reporter will present the results to
the class.

. Learning Your ABCD’s—How to Write a Useful Objective

We have all been the victim of ambiguous objectives, like "The student will have a
deeper understanding of the concept of shock." This kind of objective leaves a lot
of room for interpretation and provides no definite way to measure achievement of
the objective.

A well-stated objective, however, leaves no room for doubt!

. Components of a well-written objective
. A-B-C-D

. A'is for Audience

An effective instructional design will focus on keeping the learner active, attentive,
and interested. Therefore, each learning objective should first acknowledge who
the learner is (e.g., the new EMS Instructor trainee, the third year EMT).
However, if the objectives are being presented to one homogeneous group, the
audience can simply be stated as "you" or "participants."
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2. B is for Behavior
3. Cis for Conditions

4. D is for Degree
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B is for Behavior

Probably the most important part of the learning objective is the stated behavior.
What will the participant be able to do at the end of the instruction? Since
behavior is an action, the behavior in an instructional objective is always stated as
a verb. Furthermore, the behavioral term should be specific and observable. For
example, we cannot observe "knowing" or "understanding," and definitely not
"deeply understanding." But, we can observe "listing," "building," and "choosing."

Finally, as you write the behavior, try to match it as closely as possible to the real
world experience to which the trainee will return. For example, if the trainee must
"wrap a bandage around a knee" in the real world, state it that way, rather than
"state the method to wrap..."

A list of terms used to describe behavior in instructional objectives is provided in
Appendix B for future reference.

C is for Conditions

Trainees must be aware of the conditions under which they are expected to
execute the behavior stated in an objective. The objective must state what tools,
equipment, or other resources will be provided. It must also state any special
environmental conditions under which the behavior must be performed. For
example, "given a model of the human body, identify the following organs..."

D is for Degree

Finally, objectives must be measurable and state the criterion against which
acceptable performance will be judged.

An example:
An EMS student (audience), given a blank pre-hospital report (condition),

will complete the report (behavior) for a patient with shock (condition) with 100
percent accuracy (degree).

The EMS Instructor Training Program: National Standard Curriculum
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LESSON PLAN

| Conduct activity

This activity provides
students with classroom time
to work individually on their
Final Presentations. The
EMT-Basic objectives may
need to be refined, perhaps
by adding more specific
criteria for successful
performance. Provide
guidance as needed.

Refer students to references
6-3 and 6-4 in Appendix B:

m List of Behavioral Terms

m ABCD...Questions to Ask
About Your Objectives

B. Activity 6.5—Determine Your Lesson
Objectives

1. Take out the EMT-Basic lesson you
were assigned for the final
presentations

2. ldentify which learning domain
each objective targets

3. Evaluate the objectives, using the
A-B-C-D guidelines

4. Rewrite the objectives as
necessary

VI. Summary

293 o
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VI.

Activity 6.5—Determine Your Lesson Objectives
The objectives for this activity are as follows:

Given a lesson from the EMT-Basic course, the EMS instructor trainee will be
able to:

m Evaluate existing lesson objectives and determine which are applicable

= Rewrite applicable objectives according to the ABCD guidelines for writing
objectives

= Demonstrate the ability, during your final presentation, to use these objectives
as the basis for content presentation and student evaluation

This is the first of a series of exercises which will culminate in the final

presentations. Students will work with the lesson objectives as stated in the

EMT-Basic lesson to which they were assigned and then refine them based upon

the principles discussed in this lesson. The EMT-Basic lessons are located in the

Final Presentation section.

Students should identify the learning domain targeted by each objective, use the
A-B-C-D guidelines provided in Appendix B to evaluate each objective and rewrite
as necessary. Students may want to refer to the List of Behavioral Terms located
in Appendix B as well. The instructor and/or assistants should provide guidance
and feedback.

Summary

This lesson presented an overview of the five phases of the ISD process and
demonstrated the importance of clearly written learning objectives. Objectives
let students know precisely what is expected of them and how they will be
evaluated. Objectives also provide the instructor with the basis for lesson
content and delivery.

The three learning domains, cognitive, psychomotor, and affective, and their
relationship to objectives was covered. Finally, the ABCD technique for writing
effective objectives was presented.

The EMS Instructor Training Program: National Standard Curriculum 6-21
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EVALUATION

Purpose(s) and Types of Evaluation

Evaluation Instrument Development Principles

Cognitive Test item Development
Affective and Psychomotor Test item Development

Getting Started —Create Your Own Evaluation Instrument(s)

A A A A A
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OVERVIEW

Suggested instructional time for this lesson: 2 hours

Introduction

The goal of all instruction is to raise the students’ demonstrated understanding or
performance. How does a student demonstrate understanding? How do we, as
instructors, measure performance? The purpose of this lesson is to give you some
background in evaluation methods and then help you to acquire the skills you need to
develop effective evaluation instruments yourselves. In this lesson, you will create
evaluation instruments that will be part of your lesson presentation package at the
end of this course.

Lesson Objectives

Through group discussion, question and answer sessions, and individual activities,
‘ the EMS instructor trainee should be able to:

m State two purposes for evaluation

m Define the concepts of validity and reliability

m List five types of test item types for measuring cognitive objectives.

Using the revised objectives for their EMT-Basic lesson, the EMS instructor trainee
should be able to:

m  Use the rules of development for various test item types to develop

evaluation instrument(s) that effectively measure student achievement of
the lesson objectives.

Materials Needed

m Overhead projector and screen m  Appendix B
m Flipchart (prepared objectives) Flipchart and markers

Instructional Strategies

m Lecture m Activities
m Discussion m Visual aids
m  Question and answer
The EMS Instructor Training Program: National Standard Curriculum 7-1
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INSTRUCTOR NOTES LESSON PLAN
Go over the objectives using Objectives
a flipchart prepared in
advance. Post in a visible
spot in the room.
l. Purposes of Evaluation

-

Ask students what they think

are the purposes of evaluation.

%‘ll Display OH #7-1
N

A. Measure effectiveness of instruction
B. Measure participant performance

1. Formal methods

s
Il-‘-

FORMAL EVALUATION METHODS

* Structured
* Written tests, practical exams

* Formal assessment of student mastery
of objectives

of

Evalustion
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ADDITIONAL INFORMATION

I. - Purposes of Evaluation

]
Evaluation should be a continuous, planned process during course development
as well as after course completion. There are several types of evaluation that
we will cover in this lesson that serve multiple purposes in the instructional
development and implementation process.

B. Measure effectiveness of instruction

It is important to remember that the primary goal of all evaluation is to provide
instructors with the necessary information:required to make the instruction as
effective as possible in order to graduate the most highly trained students
possible.

Evaluation of student performance provides a method of determining where
there are weaknesses in the instruction. If students are having difficulty with
assignments or passing tests, it may indicate problems with your objectives,
instructional strategies, and/or your assumptions of the entry-level knowledge or
skills of your students.

A. Measure participant performance
Evaluation is a mechanism of determining student progress toward, or the
attainment of cognitive, affective, and psychomotor objectives. The methods of
evaluation used can be either formal or informal.

1. Formal methods
Formal methods of evaluation refer to structured instruments, such. as written

tests or practical exams that are used to assess student attainment of learning
objectives both during and after training.

315
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LESSON PLAN

Display OH #7-2

; =220

< Ask a question

Ask students what they think
some methods are for
evaluating the effectiveness of
instruction.

& Write on flipchart

Write student responses on a
flipchart.

Refer to handout

Refer students to Survey
Handout in Appendix B.

Ask a question

Ask |f there are any questions
about the purposes of
evaluation.

2. Informal methods

s

INFORMAL EVALUATION METHODS

¢ Less structured

* Assignments, exercises, question
and answer

¢ Provide corrective feedback, practice
opportunity

¢ Informal assessment of student mastery
of objectives

=

|
Bvahation 1.2

3. Pretest/posttest comparison

4. Surveys and questionnaires

5. Peer review and observation

316
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ADDITIONAL INFORMATION

2. Informal methods

Informal methods of evaluation refer to less structured means of assessing
student achievement of learning objectives, such as student assignments,
exercises, oral quizzes, or question and answer sessions, primarily to provide
corrective feedback to the student.

3. Pretest/posttest comparison

Administering both a pretest before the course begins and a posttest covering
the same material after the course ends is another method of determining how
effective the instruction was. A comparison of test scores shows how much
performance has improved, and a comparison of performance on individual test
items shows where there are weaknesses in the instruction.

4.  Surveys and questionnaires

through the use of surveys or questionnaires administered during or at the
conclusion of training. These surveys primarily evaluate students’ reaction to
the instruction. A sample of this type of survey used with the Instructor
Training Course is provided in Appendix B.

‘ In addition, assessments of the effectiveness of instruction can be gathered

5. Peer review and observation

Peer review can take place during the development of instruction as well as
during the actual instruction. Guidelines or checklists covering the areas that
you want the peer review or observation to focus on should be provided to
those involved.

4o
o

"
t

urriculum o 7-3
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INSTRUCTOR NOTES

LESSON PLAN

a valid evaluation instrument
is.

e

%‘Il Display OH #7-3
N

(£ | Ask a question

Ask students if they know what
a reliable evaluation
instrument is.

Il.  Evaluation Instrument Development
Principles

A. Must be based on objectives

B. Must be valid

DEFINITION OF VALID

Valid means that the instrument measures
what you intend it to measure

E-!‘f

Es

318

The EMS Instructor Training Program: National Standard Curriculum
National Highway Traffic Safety Administration, 12/95



ADDITIONAL INFORMATION

Evaluation Instrument Development Principles
Must be based on objectives

Your learning objectives drive evaluation instrument construction. Cognitive, or
knowledge-based objectives are best evaluated by written or oral tests.
Affective and psychomotor objectives are more accurately measured by
practical/performance exams or by observation.

For example, if you want to know if a student can apply emergency care to a
superficial burn victim, then the student should be evaluated actually performing
the emergency care steps in a simulated emergency situation.

Must be valid

As you develop and refine your evaluation instruments, it is important to ensure
that they are both valid and reliable. Valid means that the instrument measures
what you intend it to measure. Basing your evaluation instruments on learning
objectives helps ensure that your evaluation instrument is valid. The question
to ask yourself to determine whether your evaluation instrument is valid is "Do
these items measure the behaviors, conditions, and standards stated in my
objectives?" For example, if an objective states "Demonstrate completing a
prehospital care report for patients with musculoskeletal injuries” then the test is
clear: "Here is a prehospital.care report; complete it for a patient with the
following specified musculoskeletal injuries."

319
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LESSON PLAN

questions about evaluation
instrument development
principles.

C. Must be reliable

DEFINITION OF RELIABLE

Reliable means that the instrument will
yield consistent results over time

B
Evaluation

D. Must be based on learning domain

320
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ADDITIONAL INFORMATION

C. Must be reliable

A reliable evaluation instrument means that it will yield consistent results over
time. In other words, if you administer the same practical exam under the
same conditions with several classes of students with similar knowledge and
experiences, the results should be similar each time it is given.

D. Must be based on learning domain
There are many different question types that you can use to develop formal
evaluation instruments that will measure the degree of mastery of your

cognitive, affective, and psychomotor objectives. We will review the most
common types, along with guidelines to follow in creating each type.

‘ 321
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INSTRUCTOR NOTES

LESSON PLAN

Ask a question

Ask students what they think
the advantages of written and

oral tests are.

ei Display OH #7-5

- .

Cognitive Test Item Development

A. Written and oral tests
B. Multiple choice questions

1. Stem and distractors

J.-‘-

of
Ll g
MULTIPLE CHOICE QUESTION EXAMPLE

The structure containing the vocal chords is the:

a. larynx

b. epiglottis
c. trachea
d. pharynx

E#'r

322
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ADDITIONAL INFORMATION

Cognitive Test item Development

A. Written and oral tests
Cognitive, or knowledge-based objectives are best evaluated by written or oral
tests. The advantages of written examinations are that they:
m Can be used efficiently with large numbers of students
m Provide better for consistent scoring
The advantages of oral exams are that they:
m Can evaluate "quick thinking" or reactions
m Can be evaluated by multiple listeners simultaneously
Whether you use written or oral tests should depend primarily on the real-word
conditions under which the student will be expected to apply the learned

‘ material.

B. Multiple choice questions
Multiple choice questions are the most common type of written test question
used in the EMT community. Multiple choice questions are useful for testing a
student’s ability to recognize or recall information.

1. Stem and distractors
A multiple choice question is made up of two parts, the stem which is the
question, and the distractors, which are the possible answers. For example:
m The structure containing the vocal chords is the:
a. larynx
b. epiglottis
c. trachea
d. pharynx

BEST COPY AVAILABLE
. 323
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LESSON PLAN

L .
Wirite on flipchart

Write rules for developing
stem of muitiple choice .
questions.

w Write on flipchart

Write rules for developing
distractors of multiple choice
questions.

.3 Conduct activity

The multiple choice questions
created by each group should
provide the instructor with an

informal method of evaluating
knowledge of multiple choice

test writing.

2. Rules for development

C. Group Activity 7.1 - Multiple Choice
Questions

1. Small groups
2. Choose lessons
3. Create multiple choice questions

4. Post flipchart pages and review

321

The EMS Instructor Training Program: National Standard Curriculum
National Highway Traffic Safety Administration, 12/95




ADDITIONAL INFORMATION

Rules for development
Rules for developing the stem are as follows:

State briefly and clearly.

Address only one problem or concern per question.

State as a question or incomplete sentence.

Use positive rather than negative statements.

Include as much information in the stem as possible, rather than repeating
the same term(s) in the distractors.

End the stem with "a(n):" if one or more distractors begins with a vowel
sound; otherwise end the stem with "a:".

Rules for developing the distractors are as follows:

s Include one choice that is clearly the best.

= ' Use words and phrases drawn from the instructional material that could be
plausible alternatives to the correct answer.

s Distractors should be approximately equal in length and with parallel
structure, e.g., all nouns, verbs, phrases.

s Distractors should not be synonymous.

m Use discretion when including humorous distractors. If used, they should
be viable distractors as well as being clever.

Activity 7.1

Divide students into small groups or pairs.

Ask groups to review the lesson objectives from Lessons 1 - 7 of the Instructor
Training Course.

Ask groups to take 20 minutes to create as many multiple choice questions as
possible on flipchart paper from the lesson objectives.

Post flipchart pages and review for correctness by comparing each question to
its objective and the rules for developing multiple choice questions.

The EMS Instructor Training Program: National Standard Curriculum 7-7
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LESSON PLAN

—d

=) Display OH #7-6
Q@
k

= : |
Write on flipchart

Wirite rules for developing
true/false questions.

D. True/false questions

1. Example

{e
Jl.:..

TRUE/FALSE QUESTION EXAMPLE

A multi-car crash has been reported.
The primary consideration in selecting
a route to the scene is speed.

-'J

J..=.

Bvaiuation "6

2. Rules for development
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Truelfalse questions

True/false questions are easier for students to answer than other types of
questions because there is a 50% chance of answering correctly. However,
true/false questions may be the only appropriate question type in some
situations.

Example

m A multi-car crash has been reported. The primary consideration in selecting

a route to the scene is speed.

Rules for development

m Avoid statements with absolutes such as "always", "never", "all", "none", or
"only". The answer tends to be false.

m Avoid statements with qualifiers such as "usually”, "may", or "sometimes”.
The answer tends to be true.

m Provide for a relatively equal distribution of true and false responses.

m Make true and false statements about the same length.

m Arrange items so that true or false answers appear randomly.

327
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LESSON PLAN

CHRTERS
iﬁ‘lﬁ Display OH #7-7

2ol
m Write on flipchart

Write rules for developing fill-
in-the-blank questions.

E. Fill-in-the-blank questions

1. Example

np {n

7 s

FILL-IN-THE-BLANK QUESTION EXAMPLE
The visual check of the vehicle and surrounding

area prior to operating the ambulance is called
the egress check.

#

2. Rules for development

328
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E. Fill-in-the-blank questions

Fill-in-the-blank questions are best for testing a student's knowledge of specific
terms.

1. Example

m The visual check of the vehicle and surrounding area prior to operating the
ambulance is called the egress check. '

2. Rules for development

= Do not use fill-in-the-blank questions if the response is so general that
many common words could be considered correct.

m Make the blank line about four to six spaces longer than the longest

°  acceptable answer.

m If the blank is preceded by a "a" or "an", use "a(n)" so that you do not give
away whether the answer begins with a vowel or a consonant.

m Let students know how many words are in the answer (or if the answer is a
number) by indicating this information in parentheses at the end of the
question, e.g., "(number)" or "(two words)".

329
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LESSON PLAN

(o]

%‘Ig Display OH #7-8

2

Write on flipchart

Write rules for developing
matching questions.

Lo

F. Matching questions

1. Example

MATCHING QUESTION EXAMPLE

Match each city with its football team:

_ New York a.Bills
___ Bufralo b.Raiders
— Washington c.Giants
— Los Angeles d.Redskins

J..:.

2. Rules for development

330
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F. Matching questions

Matching questions are good for testing a student’s ability to classify
information.

1. Example

m Match each city with its football team:

__ New York a. Bills
____Buffalo b. Raiders
____Washington c. Giants
____ Oakland d. Redskins

2.  Rules for development

m The set of matching items and responses should consist of three to eight
items.

m There can be an equal number of items in each column or more responses
than items.

m For ease of student answering and instructor grading, the items and
responses should all be on one page.

m All items and responses should be within the same system or organization.

331
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LESSON PLAN

o

%ﬂ Display OH #7-9

-

Write on flipchart

Write rules for developing
essay questions.

Ask a question

Ask if there are any questions
about cognitive test item
development.

G. Essay questions

1. Example

1=
[

ESSAY QUESTION EXAMPLE

Explain the importance of effective
communication of patient information
in the verbal report.

|
Bvalustion 1.9

2. Rules for development
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G. Essay questions

Essay questions are most appropriate for testing higher level cognitive
objectives, such as synthesis or evaluation. Essay questions can also be used
to assess some types of affective objectives.

1. Example

s Explain the importance of effective communication of patient information in
the verbal report.

2. Rules for development

m  Write specific questions that can be answered briefly.

m Prepare an answer key with all the important details you expect students to
cover.

m If possible, have students use code numbers rather than their names to
decrease scorer bias.

m [f there are multiple essay questions, score all papers on the first question
before going on to the second.

333
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LESSON PLAN

%‘l‘ Display OH #7-10

\_

qfﬂw Generate a

"* ) discussion

Generate a discussion about
possible items that could be
part of a checklist used to
evaluate appropriate behaviors
in the situation described.

IV. Affective and Psychomotor Test
Item Development

A. Affective objective example

AFFECTIVE OBJECTIVE EXAMPLE

Demonstrate the appropriate behaviors
involved in trying to persuade a patient
to go to a hospital after he/she has
refused treatment.

JJJ-

#7-10

it

3341
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V.

Affective and Psychomotor Test Item Development

Affective and psychomotor objectives are more accurately measured by
practical/performance exams or by observation. Evaluation instruments for
these two domains of learning usually take the form of checklists, rating scales,
and skill sheets.

Affective objective example

An example of an affective objective that could be evaluated through the use of
a checklist or rating scale in a role-play situation is as follows:

m Demonstrate the appropriate behaviors involved in trying to persuade a
patient to go to a hospital after he/she has refused treatment.

In order to evaluate a student’'s mastery of this objective, a checklist of
behaviors to be exhibited and actions to take in the situation described should
be documented. This list would be used be observers to rate the performance
of the student in a role-play scenario.

333
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m Display OH #7-11 B. Psychomotor objective example
N
Llg i.:1
PSYCHOMOTOR OBJECTIVE EXAMPLE
Demonstrate the use of an epinephrine
auto-injector.
h -
N S Refer to handout C. Rules for development
Refer students to Handout #2.
LT . .
m Write on flipchart
Write rules for developing
checklists on flipchart.
330 ®
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ADDITIONAL INFORMATION

B. Psychomotor objective example

An example of a psychomotor objective that could be evaluated through the use
of a skill sheet is as follows:

Demonstrate the use of an epinephrine auto-injector.

The skill sheet used to evaluate this objective in the EMT-Basic Course is
shown in Appendix B.

C. Rules for development

m Steps are described independently of each other and listed in the order in
which they should be performed.

s Steps are independently observable and measurable.

s The minimum number of steps necessary to complete the task are included.

= Assign different point values to each step if some are more important or
more difficult than others.

s Each evaluator understands scoring criteria.

337
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%‘la Display OH #7-12 D. Characteristics of valid and reliable
P performance evaluations

pL

1

VALID AND RELIABLE EVALUATION TOOLS

* Objectivity
* Replicability
* Fairness

* Realism

E;'f
i

:5 Ask a question

Ask if there are any questions
about affective and
psychomotor test item
development.

. Conduct activity E. Individual Activity 7.2 - Evaluation
s das Instruments

1. Refer students to assigned EMT-
Basic revised objectives.

2. Begin developing test items for use

in Lesson Plan Development
Lesson.

V. Summary
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Characteristics of valid and reliable performance evaluations

In addition to the rules stated above for developing practical/performance
evaluation tools, be sure to consider the following characteristics in developing
and administering performance checklists, rating scales, and skill sheets:

m Objectivity. Is the instrument objective in what it is attempting to measure?
Is the observer objective?

m Replicability. Does the instrument measure similar performances across
students? Across classes? Across locations?

m Fairness. Are the standards known by the students in advance of testing?
Has practice been provided with similar instruments and scenarios during
training?

m Realism. Is the situation under which the students are being tested
plausible? Are external distractions realistic? Is the stress level similar to
that in the field environment?

Remember that you are evaluating performance, not the student. When using
checklists and rating scales, be sure that your individual biases regarding
students do not enter into your evaluation of performance.

Activity 7.2 - Evaluation Instruments

Instructor trainees should refer to the revised objectives from the EMT-Basic
lesson they were assigned for final presentations. The students should begin
developing test items which could be used to measure student performance
against the objectives. If time does not permit completion of the test items,
students can finish them in the Lesson Plan Development Lesson.

Summary

This lesson presented information on the purposes and types of evaluation
instruments as well as the principles to consider when developing evaluation
instruments. It also addressed the various test item types to be used to
evaluate cognitive, affective, and psychomotor objectives. The importance of
valid and reliable evaluation instruments was covered. Practice was provided in
developing various question types based on lesson objectives.
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INSTRUCTIONAL STRATEGIES AND
METHODS

Parts of Instruction

Teaching Methods

Getting Started —Decide on Your Methods
Communication and Presentation Skills
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OVERVIEW

Suggested instructional time for this lesson: 3 hours

Introduction

Instructional strategies and methods are the heart of your course presentation; and
selecting the appropriate ones will determine how effective your training will be.
This lesson covers strategies and methods, their advantages, disadvantages, when
to use them, and how to use them. It also addresses instructor skills, such as
effective communication, questioning, and presentations, and provides students
the opportunity to practice those skills.

Lesson Objectives

Through group discussion, question and answer sessions, and individual and group
activities, the EMS instructor trainee should be able to:

Define instructional strategies

List the four parts of instruction

List six teaching methods

Describe two advantages and two disadvantages for each method listed
Determine an appropriate teaching method given an objective

Apply the principles of active listening in a roleplay exercise

List five guidelines for effective presentations

Given the newly written objectives for their EMT Basic lesson, the EMS instructor
should be able to select and design the appropriate instructional strategies that will
facilitate student achievement of the new lesson objectives.

Materials Needed

® Overhead projector 8 Video camera (if available)
® Flipchart and markers 8 TV (if video camera is used)
® Handouts ® VCR (if video camera is used)

Instructional Strategies

® Lecture ® Activities
® (Question and answer i ® Practice/simulation
® Discussion

The EMS Instructor Training Program: National Standard Curriculum L 8-1
National Highway Traffic Safety Administration, 12/95
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Ask for a volunteer to read
each objective, using a

flipchart prepared before class.

Ask if there are any questions
as you go over each one.
Then, post them prominently
in the room.

%‘IE Display OH #8-1
N .

e
e

Instructional Stratcgics and Mcthods

Lesson Objectives

Introduction to Instructional
Strategies and Methods

A. Overview

Instructional Strategies and Methods
bring about
the learning events
that will achieve the instructional objectives

The Learning Environment
is
the context
in which learning events take place

1. Purpose/benefit of this lesson
2. Definitions

a. Strategy
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I. Introduction to Instructional Strategies and Methods

A. Overview

As an instructor, you are responsible for determining the instructional
‘strategies and methods that will best facilitate the attainment of the course
and lesson objectives.

1. Purpose/benefit of this lesson

This lesson is designed to give you an overview of instructional strategies, to
acquaint you with various teaching methods, to provide guidance in methods
selection, and practice in their application.

All of the objectives for this course have one purpose, to help you develop
the skills you need as an EMS instructor. This lesson will teach you how to
design an appropriate mix of well-designed learning events, in order to

‘ motivate your future students and increase their ability to apply what they‘ve
learned on the job. The lesson also addresses key instructor skills.

2. Definitions
a. Strategy

The term strategy originally applied to the art of military command. In an
educational setting, your instructional strategy defines the overall plan for
accomplishing the course goals. To develop an effective strategy, you need
to know what it is you are trying to accomplish. For example, the primary
objective of this course is to produce knowledgeable and competent
instructors. For an ambulance course, it may be to produce competent, safe,
and knowledgeable ambulance drivers. As we have discussed, these
outcomes can include knowledge components as well as performance
components. Knowing the desired outcomes, you then devise a strategy that
will work.

Do you remember back to the training delivery selection process and the
discussion about how courses can be delivered in different ways? That
selection process concludes with an instructional strategy. The teachmg

‘ methods that you select will support that strategy.
The EMS Instructor Training Program: National Standard Curriculum 8-2
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A Ask a question
What are some things we
know about adult learners?

m Write on flipchart

Record responses on a
whiteboard or flipchart labelled
Adult Learners.

b. Methods

3. Review Lesson 4, The Adult
Learner

a. Characteristics of adult learners

b. These characteristics should
impact your instructional
strategy
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Methods

A method is a regular, systematic, and detailed way of accomplishing
anything. So, your overall strategy is implemented through the use of
specific methods.

Some objectives require knowledge acquisition and then hands-on practice,
such as the ability to operate a piece of equipment or use a tool. To master
these objectives, students require learning events that allow them to operate
equipment or use a tool.

Other objectives require knowledge acquisition and perhaps application
through simulation. For example, to develop competence in certain instructor
roles, you may need to roleplay realistic scenarios or to watch others handle
situations similar to what you will experience and then apply what you've
learned.

We will present a variety of teaching methods and discuss the advantages
and disadvantages of each in relation to cognitive, affective, and
psychomotor objectives.

Review Lesson 4, The Adult Learner
Characteristics of adult learners
Self-directing

Experienced

Ready to learn-motivated
Problem centered

These characteristics should impact your instructional strategy

Adults master skills and concepts and react differently in a classroom
situation than children. This lesson will help you to develop an instructional
strategy and select teaching methods that will meet the unique needs of
adult learners.

But before we discuss the various methods, let’s review the basic
components of any instruction.

The EMS Instructor Training Program: National Standard Curriculum 8-3
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Display OH #8-2 B. The Parts of Instruction
Reveal each line as you 1. Introduction
discuss it.
g 1%,
INTRODUCTION

* State the objectives

* Link objectives to performance

* Link new material to past learning

u.-LL‘; ]
( Ask a question a. State the objectives
How were the objectives for
this lesson presented?
m Students read aloud b. Link objectives to performance
m [nstructor explained
m Posted in the room
.5 Ask a question c. Link new material to past
oG learning
How can instructors link the
new material to past learning?
Solicit responses, discuss,
conclude with these points.
m To previous lessons
m Through examples
wm Ask students to share their
knowledge and experiences 37
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The Parts of Instruction

While there are a variety of models describing instruction, most models
include this sequence: Introduction, Presentation, Practice, and Test.

Introduction—a brief but important part of instruction.
State the objectives

The introduction begins with telling students what the objectives are. Do
this at the course and lesson level. When students know precisely what is
expected of them, they are able to focus and achieve.

In this course, certain methods are used to communicate and reinforce
objectives. For example, you can prepare an overhead or a flipchart before
class. You can post them in the room. You can ask students to read them
aloud and ask for questions. And, of course, the objectives should be
included in the student materials. Whether you use one or all of these
methods, make sure that the objectives are stated and understood.

Link objectives to performance

The second part of the introduction is linking the objectives to performance.
Sometimes instructors assume that students know why they are working
toward the objectives. This is not always the case. Make the connection
clear. This gives students a clear sense of purpose. '

This should be done at the course, lesson, and individual learning event level.
For example, when conducting an activity, the objective(s) for that event
should be stated and understood.

Link new material to past learning

Finally, the introduction relates new learning to past learning (particularly
important for adult learners) in several ways. First, during a course with a
series of lessons, you may briefly review material from past lessons and
show how the new material relates. Or, you may describe the lesson in
terms of existing knowledge by using examples or asking students to relate
what they are learning to their own experiences.

[ .
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( ‘j’ Ask a question

Does anyone remember how
we linked this lesson to
existing knowledge?

m Reviewed characteristics
of the adult learner and
learning theory

%j’@ Write on flipchart 2. Presentation
=N,
What are some examples of a. Present the new material

material that is presented
during an EMS course?

Record responses on a
flipchart labelled Organizing
New Material.

AT

%‘IE Display OH #8-3 b. Guidelines for delivering new
> information

Discuss how these guidelines

could be applied to the =F =
examples given above. EFFECTIVE PRESENTATIONS

= Logically ordered

= Divided into small chunks
* Use job-related examples
* Use visual aids

= Encourage interaction

= Call attention to key points

Instructionat Strategics and Methods %83
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2. Presentation
a. Present the new material

In the presentation portion of a learning event, the instructor presents new
concepts, rules, information, processes, and/or demonstrates new skills.
From research, we know several things about how to introduce new material
most effectively.

b.  Guidelines for delivering new information
m Organized and presented in a logical order

Students learn more from presentations that are logically organized and
highly structured. Material can be organized in a number of ways, such
as chronologically, or in order of complexity or importance. Generally
speaking, topics should proceed from the simple to complex. However,

‘ the most important information can be introduced either first or last,
depending upon the topic.

All three learning domains require the logical ordering and presentation of
new material. When the material demands movement, or kinesthetic
learning, such as the correct way to tango or waltz, you might first
demonstrate how to do it "right,” so students know what to aim for.
Then, you probably should break the entire dance down into small
sections or individual movements, as discussed below. Once students
have mastered each part, they can more easily pull each element into a
cohesive whole.

Some information can be more easily understood by seeing a picture than
listening to an explanation, for example, the concepts of symmetry and
balance, which are presented in Lesson 9. The organization of visual
material is discussed in Lesson 9 as well.

®  Break into sections or component parts

Students learn more from presentations that are delivered in "bite-sized”
pieces or relatively small sections.

‘ o BEST COPY AVAILABLE
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Display OH #8-4

3. Practice

{s
J]:.

EFFECTIVE PRACTICE

* Occurs frequently
* Requires active trainee involvement
* Includes corrective feedback to address errors

e Increases in difficulty from transitional
practice to criterion practice

\

[« —

Instructional Stsicgics and Methods L]

a. Absolutely essential for learning
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Even smaller chunks are needed in the following situations:

O When the information is complex or unfamiliar
O  When a group is too large for one-on-one guidance during practice
O When delivery is rapid

However, the information should still be organized so that closely related
ideas or steps in a process are seen as connected and presented
accordingly.

Key points should be highlighted

New information should be related to past learning, through real-life or
job-related examples. ‘

Instructional aids should be used

The use of instructional aids is encouraged, as students remember more
when they see and hear or see and do, rather than when they simply
listen to a lecture, for example.

Provide opportunities to interact

Lecture presentations should be interspersed with many opportunities for
interaction through the use of questions, discussion, practice, and

activities. This ensures that learners are involved; consequently, they are
more likely to absorb, process, and apply new material as it is presented.

Practice

Absolutely essential for learning

Practice is absolutely essential for learning. A skill that is not mastered
during training is unlikely to be mastered, remembered, and used later.
Ideally, practice should occur frequently and immediately after the
presentation of relatively small chunks of material. The most effective
practice requires active student involvement.

37
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ﬂ": Ask a question
Tell me some ways to simplify
early practice.

‘ § Write on flipchart
1PN N '
Record responses on a board

or flipchart labelled Simplifying
Practice

Complete, using the list below:

= Break down a task into
component parts

m Lower the standards of
performance

= Remove additional factors
bearing on practice

= Simple responses first,
then more complex

b. Errors should be corrected
every time, right away

c. Types of practice
d. Transitional practice
(1) Simplify early practice
(2) Maximum guidance in early

practice, gradually
decreasing

378 .
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(1)

(2)

Errors should be corrected every time, right away

Initial practice should be simple enough to reduce the risk of error. When
errors occur, don’t be afraid to correct them, every time, and right away.
Once a student practices something incorrectly, it will be much harder to
perform correctly. Trial and error practice is generally not effective.

Types of practice

Practice can be included in your lesson plan in several ways. For example,
during a short pause in a presentation, the instructor could ask students to
think through a response or to picture themselves performing an activity.
This is sometimes called covert, or non-observable practice. Observable,
overt, practice can range from a simple response to a question to a team
activity demonstrating a complex procedure learned during the course of a 5-
day workshop. Culminating exercises that demonstrate mastery of a broad
area of course content are important in assessing overall mastery, but they
should always be preceded by opportunities to practice smaller units of
material. These opportunities are called transitional practice.

Transitional practice

Transitional practice helps trainees move from the skill level they have when
they begin the course to the level of competence required for successful
completion of the course. There are several ways to simplify early practice.

Simplify early practice
Maximum guidance in early practice, gradually decreasing

The instructor provides maximum guidance in the beginning of practice. This
guidance can be in the form of corrective feedback, a cue about the type of
answer you’'re looking for, an example of a similar situation, or even a review
of the relevant material before practice begins. Guidance increases the
likelihood of correct performance.

As the student gains confidence and competence, guidance should decrease

accordingly. Final practice should be unguided attempts to perform under the
same conditions as evaluation will occur. This is called criterion practice.

373
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e

~-;.‘j

Refer students to Lesson 2 for
a discussion of positive,
constructive, and corrective
feedback.

Display OH #8-5

Ask a question

How was this section on the
parts of instruction organized?

m Chronologically

Was the material effectively
organized?

How much material was
presented in each section?

e. Feedback

C
5

W EFFECTIVE FEEDBACK

* Immediate

¢ Clear

* Accurate

* Solution-oriented

* Respectful

Instructiona)] Strxtegics mnd Methods

4. Test
a. Final, unguided evaluation
b. Conditions of performance

c. The criterion is the standard set
by the objectives

360
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Feedback

Feedback is given throughout all practice. Your feedback should be
immediate, clear, and accurate. If the exercise has been performed correctly,
provide positive reinforcement. If there are incorrect areas of performance,
begin by reinforcing positive aspects. Then use corrective feedback to guide
the student into a more accurate response.

Test

Final, unguided evaluation

A test is final, unguided performance of the learned skill by a trainee.

Conditions of performance

Tests are performed under conditions as close to those on the job as possible
and should match those set forth in the objectives.

The criterion is the standard set by the objectives

381
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=~ Display OH #8-6
S,

Note that there are seven
categories of teaching
methods here, each with
specific applications.

C. Teaching methods

1. Using .a variety of methods
enhances instruction

2. The media, the message, and the
methods

3. Categories of methods

s
Jl.=.

CATEGORIES OF METHODS

 Presentation Forms

e Discussion Forms

e Demonstration

e Simulation

e Cooperative Learning
 Problem Solving
 Tutorial

of

|
Instructional Strwicgics and Methods #s-6
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Teaching methods
Using a variety of methods enhances instruction

You will generally use several teaching methods during the presentation of a
lesson. Familiarity with a number of techniques allows you to select the best
method for a particular objective, maintain the group’s interest, and to reach
different types of learners.

The media, the message, and the methods

It is helpful to distinguish between what must be communicated in an
instructional setting—the message —and the vehicles that are used to get the
message across—the media and the methods. Instructional media are
carriers of information, e.g. printed materials, slides, films, etc. Instructional
methods are those procedures of instruction that are selected to help learners
achieve objectives, that is, to understand and apply the message. Lesson 9,
Design and Use of Media, will provide you with details about instructional
media; this lesson presents a variety of instructional methods.

Categories of methods

Presented here are seven categories of instructional methods, each with more
specific applications. Refer students to Appendix B, Handouts/ References,
for a matrix of these methods which includes: definition, most appropriate

use, advantages/disadvantages, and information about how to instruct using
each method.

BEST COPY AVAILABLE
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Refer to handout

Refer to Appendix B for a
matrix of each of these
methods which includes:

Definition

Most appropriate use
"Advantages/disadvantages
How to instruct

AP
& i Refer to handout

Refer students to an
evaluation tool, the
Demonstration Checklist,
located in Appendix B.

Presentation forms, including
lecture

m Lecture

m Reading assignments
Discussion forms

m  Structured inquiry

m Discussion

m Small group discussions

Demonstration
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Presentation forms, including lecture

_A presentation occurs when a source disseminates information. The source

could be a lecturer, an audiotape, a filmstrip, or even a textbook. It is one-
way communication, typically controlled by the source. For example, as part
of a museum tour, you might check out a tape player with headphones. The
audiotape and accompanying map guide you through the exhibits and present
information about each display. Although you could stop and rewind the
tape, there is no opportunity to question the source and clarify the message.

® lecture
® Reading assignments

Discussion forms

Discussion involves interaction between the source and the learners. This
interaction makes a significant contribution to the learning process. It is
useful from the point of view of the instructor, because it is one way of
assessing the knowledge, skills, and experience of the group. From the
student’'s perspective, discussion greatly enhances the processing, retention,
and application of the content. The discussion method also establishes a
cooperative, collaborative learning environment, essential for adult learners.

® Structured inquiry
® Discussion
® Small group discussions

Demonstration

A demonstration show a process to be learned or the way something works.
The objective might be for the student to imitate how to do what is
demonstrated, to simply show how something works, or for the student to
adopt the attitudes and values illustrated in the modelled behavior. On-the-
job training can be a form of demonstration which allows question and
answers between an experienced worker and a newcomer. A job aid for
evaluating demonstrations is included in Appendix B.
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d. Simulation
m Roleplays
m Experiential learning
m Field trips
e. Cooperative learning
m Brainstorming
m Team development
m  Small group projects
f.  Problem solving

m Case studies and critical
incidents

m Games

m In-basket exercises
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Simulation

Simulation methods provide an approximation of real-life situations, thereby
offering realistic practice and/or exposure to on-the-job conditions without
the expense or risks otherwise involved. Interpersonal skills and laboratory
experiments are popular subjects for simulations.

®  Roleplays
®  Experiential learning
®  Field trips

Cooperative Learning

A primary advantage of cooperative learning is that these methods more
closely approximate the working environment, in which employees rely on
one another to accomplish goals. A growing body of research indicates that
students learn from each other as they work in teams.

®  Brainstorming
B Team development
®  Small group projects

Problem solving

Presenting students with challenging problems is a teaching method which
stimulates thought, utilize higher level thinking skills, and encourages intense
participation. Some of these methods are better for some content than
others. For example, games are frequently employed in business schools to
develop decision-making skills. Teams work together to address the
problems of a mythical company.

m Case studies and critical incidents

®m Games
B In-basket exercises

387
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g. Tutorial

m Computer-assisted
instruction

= One-on-one instruction
D. Methods to enhance learning transfer

1. Exercises
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g.  Tutorial

Tutoring is most often done on a one-on-one basis, but the source can be a
computer, an instructor, learning lab personnel, or another student. The
hallmarks of tutored instruction include the presentation of material, student
responses, and feedback regarding accuracy. Tutors provide practice until
the learner can demonstrate competéence.

m  Computer-assisted instruction
®  One-on-one instruction

D. Methods to enhance learning transfer

Learning transfer occurs when a student is able to apply the concepts and
skills learned in a training environment to on-the-job practices. Learning
transfer is enhanced when retention is increased; obviously things
remembered can then be applied. The instructional methods and media that

‘ you choose have an impact on retention and transfer. It has been pointed
out that the use of visual aids, frequent practice, and breaking information
into small yet cohesive sections increases retention. The use of instructional
methods that reproduce on-the-job conditions as closely as possible has been
shown to greatly enhance learning transfer. For example, case studies, in-
basket exercises, and roleplay activities.

1. Exercises

The more closely training is related to actual job performance, the more
effective the training will be. In the introduction, link objectives to on-the-job
tasks. In the presentation, use examples from the work environment. Draw
on your own experience to enhance the presentation’s relevance. Be
cautious, however, of "war stories.” It is easy for students to become
distracted by interesting stories; examples should always support the lesson
objectives.

Practice and testing should focus on those skills that will be used in work
performance, and conditions should simulate those on the job as closely as

possible.
‘ BEST COPY AVAILABLE
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INSTRUCTOR NOTES

LESSON PLAN

@ Write on flipchart

List the job aids used in this
course so far. Record on a
flipchart labelled Job Aids.

ti7i (4| Ask a question

Do you have any suggestions
for additional job aids?

Would you change the ones
we've used so far? |If so,
how?

W=l '
’ Refer to handout

Refer students to the Sample
Action Plan in Appendix B.

- Conduct activity

Using the objectives and
evaluation plan developed in
previous lessons, students
should decide upon the
teaching methods they will use
in their final presentation.

Instructional media will be
developed in Lesson 9, and
the lesson plan in Lesson 10.

2. Job Aids

3. Action Plans

E. Activity 8.1—Decide on Your Methods
1.  Work individually

2. Refer to the EMT-Basic lesson
assigned for final presentations

. 3. Determine the instructional methods

that will best help students attain
the lesson objectives
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2. Job aids

Job aids are written guides for on-the-job use. They often come in the form
of checklists, steps for a procedure, or visual identification aids. Participants
may follow the job aids during a presentation, use them as part of an
exercise, or have them handed out at the end of a course.

3. Action plans

Action plans aid the transfer of learning by helping trainees to think through
applying new skills or knowledge in a job situation. Action plans range from
relatively simple forms that can be completed in a 15-minute exercise, to
complex plans, developed by work teams that can take a half-day or whole-
day session. Long-term action plans are completed during the course;
participants commit to taking action within a specified period of time, say
within a few months.

‘ A good follow-up to the long-term action plan: the instructor can have
participants write a letter to themselves during class that details what they
plan to do on-the-job with the information they’re learning. Then in 3 to 6
months, the instructor has a stack of letters to mail to participants which will
remind them to apply their new skills and gives them the opportunity to
evaluate how well they've done that so far.

E. Activity 8.1 —Getting Started —Decide on Your Methods

Students will determine the best fit instructional strategies, given the
objectives and the evaluation plan they developed in Lesson 6 and 7. -
Encourage them to refer to the matrix of Instructional Methods included in
Appendix B. If possible, recruit assistant instructors to help you give some
one-on-one guidance to students during this activity.

BEST COPY AVAILABLE
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LESSON PLAN

Yr="L
’ Refer to handout

Preparing To Teach handout,
Appendix B.

Display OH #8-7

1l Instructor Skills
A. Preparation
B. Communication skills

1. Classroom settings and one-on-one
interactions

2. Giving instructions

3. Non-verbal elements of
communication

s
J‘J...

NON-VERBAL ELEMENTS

« Eye contact

e Space

= Facial expressions
e Posture

* Gestures
 Movement

» Vocalization

J"‘-

Instructional Strategices snd Methods -7
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ADDITIONAL INFORMATION

Instructor Skills

In this section, you’ll have an opportunity to practice and refine your
instructor skills.

Preparation

Preparation is critical to effective instruction. Review the content of a course
thoroughly. If you have not taught a course before, allow yourself plenty of
time to examine each lesson. If you have questions, get them answered. It
is more difficult to train effectively when you are unfamiliar or uncomfortable
with the material.

It also is helpful to understand the overall structure and organization of the
course you are going to deliver; that is, to get the big picture as well as the
details. Get an idea of how each section builds on and relates to the others,
and how to best use the materials to achieve the course goals. More
specifically, review the sequencing of lessons, note all of the activities, and
make sure you have the necessary materials and supplies.

Communication Skills
Classroom settings and one-on-one interactions

As instructors, we are most often faced with a room full of students.
Sometimes, however, we are in settings that involve guided practice,
individual tutoring, and other forms of one-on-one contact. We will discuss
communication skills that are needed in both classroom settmgs and during
one-on-one interactions.

Giving instructions
Non-verbal elements of communication

Non-verbal elements of communication have been found to influence
perception and contribute to a feeling of trust even more than the spoken
word. Gestures and facial expressions convey interest, sympathy,
understanding or confusion, affirmation and agreement, or disapproval.
Being aware of these non-verbal elements can help you to build trust and to
establish rapport quickly.

The EMS Instructor Training Program: National Standard Curriculum
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LESSON PLAN

Ask a question

How do you feel about a
speaker who looks at the floor
or who reads notes without
looking up?

a. Eye contact

(1) Speakers tend to use three
kinds of eye contact

a Direct
m Scan

m Room thirds

s No confidence
a Unprepared
m Afraid of audience
s Aloof
391
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a. Eye Contact

Maintain appropriate eye contact. Good eye contact helps to establish your
credibility. It engages participant attention and interest. When you look
directly at a student, s/he will feel that you are speaking to them personally.
Eye contact helps you to "read” your audience; you can more accurately
gauge interest level, comprehension, the time needed to complete an activity,
and whether it’'s time for a break.

(1) Speakers tend to use three kinds of eye contact
®  Direct

The speaker focuses on one person for several seconds or for an entire
sentence. This type of eye contact captures a participant’s attention and
gives you a chance to study them. Use direct eye contact with several
participants around the room and draw in the whole audience.

‘ ® Scan

The speaker makes eye contact with each person briefly and includes
everyone. A scan gives you a quick "read” on the audience. This is
particularly useful after your attention has been diverted to adjust a
transparency or distribute materials.

® Room Thirds

If you tend to focus on just a couple of people or one section of the
room, it can be helpful to mentally divide the room into thirds and then
deliberately make eye contact with participants in each section. This will
help you to avoid the common mistake of making contact with only the
friendliest, most interested faces. |f you are nervous, it can help to make
contact with the friendly faces. But, if you stick with those alone, you
will lose the opportunity to draw in the rest of your participants.

@ 393
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LESSON PLAN

Ask a question

Have any of you encountered
a situation that was a direct
result of a unique cultural
perspective?

Ask everyone to stand up, feet
apart, arms at sides. Have
them shake their arms a bit if
they're not relaxed. Remind
them to think about their facial
expression, too—it doesn't
have to be sweet, just
pleasant and interested.

(2) Cultural differences in
making eye contact
b. Space
c. Facial expressions
d. Posture
3396
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(2)

Cultural differences in making eye contact

Be sensitive to unique cultural tendencies regarding eye contact. For
example, some cultures consider direct eye contact while both speaking and
listening to be a sign of interest. In other cultures it is considered more
attentive to drop or avert the eyes while listening, showing earnest
concentration.

Space

Space can relate to power. Be sensitive to perceptions; a large desk
between you and your student may be seen as a barrier, while being too
close may seem intimidating, particularly if you tower over your student. Be
aware of space when you communicate and create an open, receptive, and
non-threatening environment.

NOTE: There are cultural differences regarding space as well. "Personal
space" is the distance we like to keep between ourselves and others. Except
for intimates, we will feel invaded when "our space" is breached. Ranges for
personal space tend to be larger for men than for women; and in certain
cultures, the space requirement is minimal. The feeling of continually
wanting to move away from or closer to the other is the likely result of this
intercultural disparity.

Facial expressions

Facial expressions are perhaps the most powerful non-verbal element of
communication. Be sure to give clear non-verbal signals, such as nodding
your head in agreement, smiling your approval, or looking perplexed when
you have a question. These expressions help to preserve the "give-and-take"
dynamic of conversation which are necessary to shared understanding.

Posture

An "open" body posture is one in which your arms lay casually at your side,
or rest on a surface. Leaning forward conveys an eagerness to hear the next
word. The best stance for training is solid and comfortable. Feet are
shoulder-width apart, arms at sides, expression relaxed with an open, friendly
manner. With this body posture, you will look confident, in control, and
ready. You'll also be able to move easily and use your arms to gesture.
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LESSON PLAN

When do we gesture in
conversation? When we're:

Excited

Can'’t explain in words
Displaying something
Trying to make a point

What are some distracting
things that speakers do?

Ask a question

When do trainers move during
training?

m For emphasis

m To use flipcharts, boards,
and overheads

m Check in with participants

m During activities

Remind participants to use
movement deliberately. It can
have a powerful impact.

e. Gestures

f. Movement

g. Vocalization

m Vary volume, pitch, speed,
and tone

m Pause naturally

393
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Gestures

Another important part of non-verbal communication is gesturing. During a
presentation, use gestures would feel natural in an exciting or important
conversation. Gestures that you commonly use will be more comfortable for
you and they won’t appear artificial to your audience. However, remember
that gestures need to be "bigger” than they are in normal conversation.
Audiences have a difficult time seeing small or waist-level gestures and tend
to interpret this type of movement as nervousness.

Movement

Avoid rocking or pacing; they will distract from your presentation. Take
steps! Firm, purposeful movement will enhance your presentation.

Moving toward your audience has a powerful impact; use movement
deliberately to emphasize important points.

Vocalization
B Vary volume, pitch, speed, tone

Vary your volume, pitch, speed and tone. If you speak softly, imagine
speaking to the back of the room. This will help you to project your
voice; participants become frustrated when they cannot understand the
speaker. Focus on WHAT you are saying and your voice will reflect your
message.

B Pause naturally

Pauses are a natural part of how we use our voices and should be used
during your presentation. They are effective before beginning to focus a
group’s attention, to emphasize an important point, and to invite
reflection. Pause after you ask a question or solicit input. Some trainees
will need time to formulate a question or an answer. Do not assume
silence means no one is going to respond. Count to ten (slowly) after
you've asked for a response.
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N0
&

(4 Ask a question

Can you compare these types
of responses to the types of
feedback we discussed in
Lesson 27

4. Confirming responses
m Direct acknowledgement
m  Clarifying response
m Positive response
m  Supportive response

m  Constructive disagreement

z]OO
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4. Confirming responses

During conversations, listen attentively. Use what are known as confirming
responses. Confirmation involves acknowledging the other’s communication
by responding relevantly in such a way that accepts their experience,
whether you agree with them or not. Confirming responses also suggest a
willingness to become involved with the other person. Include both non-
verbal and verbal elements. We'll discuss each type in detail.

Direct acknowledgement—a confirming response that enables the speaker
to know that what was said has been heard and understood. For
example, "Yes, | understand what you mean."

Clarifying responses ask for more information.

Positive response —expressing your genuine positive reaction is
appropriate and welcomed by the student.

Supportive response —supportive responses demonstrate care and
consideration for another’'s circumstances or point of view. This may
include a declarative statement of intention to act on their behalf, or
simply an empathetic word of encouragement.

® Constructive Disagreement
Disagreement can occur between you and your students, but keep the
focus on the content rather than the individual. Find something to agree
with in the ideas, opinions, and beliefs of your student, even if it is
merely to say that you share a concern about the issue. Refer to the
section on constructive feedback in Lesson 2, Instructor Roles and
Responsibilities.
o 501
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5. Disconfirmation
s Irrelevant or tangential
s Impersonal or impervious

s Incongruent verbal and non-
verbal messages

6. Activity 8.2—Active Listening
Roleplay '

a. Form pairs

b. Given scenario cards, roleplay
active listening responses

c. Obtain feedback from your
partner

402
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5. Disconfirmation —a roadblock to communication which alienates the two
communicators.

B rrelevant and tangential response

One form of disconfirmation is a response that is irrelevant or tangential.
These off-topic replies say, "What you are saying is not important; | want
to talk about what matters to me." For example, when the little boy says
to his mom, "Look, Mom. | found a snail" and the mother answers, "Go
wash your hands."

B Impersonal or impervious response

Impersonal or impervious responses are also disconfirming; here the
message is "You don’t matter” or "I don’t want to get too close to you."
These can be cloaked in inappropriate humor; sarcastic comments are
usually disconfirming.

. ® Incongruent verbal and non-verbal messages

Each of us "speaks" with a distinct body "language" just as surely as we
speak with words. In fact, research indicates that when verbal and non-
verbal messages appear to contradict one another, people tend to believe
the non-verbal message is more accurate. This type of incongruency is
disconfirming as well. For example, if you smile while you tell students
that the class as a whole is doing very poorly, students will be perplexed.

6. Activity 8.2— Active Listening Roleplay

Refer to Appendix A. The class should break into pairs and choose one
person to play the student and one person to play the instructor. The _
"student” refers to the scenario cards to start the roleplay. The "instructor”
applies the principles of active listening as they respond to their partners.
This roleplay gives participants the opportunity to practice the three types of
feedback discussed in Lesson 2 and to put to use the communication skills
just discussed.

’ 403
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C. Questioning techniques
1. Setting expectations

2. Make your request clear

404

8-20 The EMS Instructor Training Program: Nationa! Stahdard Curriculum
E MC National Highway Traffic Safety Administration, 12/95




O

ADDITIONAL INFORMATION

Questioning techniques

In a typical classroom, the instructor does most of the talking. This approach is
not the most effective way to stimulate learning. The skillful use of questions
will facilitate participation and create a more dynamic learning environment.

Encourage participants to ask questions; think of questioning as a window of
opportunity for real learning to occur. If you have a quiet group, break the ice
by asking for a show of hands in response to a simple question. This can get
things moving. '

Setting expectations

Let the group know at the beginning of your presentation that you will be asking
and accepting questions throughout the course presentation.

Make your request clear
Make it clear what you are asking for. Do you want a list of items, a brief

summary, a description, an example? Also, make your purpose clear; relate the
question to the learning.

409
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LESSON PLAN

i .| Ask a question

Can you think of any other
reason to question your
students?

a.

b.

106 @

3. Purpose of questioning

Assessment

Drawing out participants—use
notecards

Eliciting discussion or
increasing accountability

Increase retention
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Purpose of questioning
Assessment

In this course, you will find that questions are often used to appraise the
background knowledge of the group or to assess how well students are
processing and applying the information that is being presented. A question is
posed, the group provides answers, and the instructor documents them on the
flipchart or board. The instructor then completes or fills in missing points.
When using these types of questions it is important that the instructor screen
the answers and only document on the flipchart those answers that are correct.
Otherwise, the participants who are taking notes will write down incorrect
information.

Drawing out participants—use of notecards

One very effective technique when dealing with a group who may be intimidated
by the speaker, or when the material is particularly complex, is the use of note
cards. pass ouf a 3x5 card at the beginning of the session (not the course) and
ask everyone to write down one good question before the next break. Then,
discuss the questions directly after the break.

Eliciting discussion or increasing accountability

it is also appropriate for instructors to direct questions to the participants.
Questions directed to the group at large may elicit a good discussion;
questioning an individual serves to increase accountability and therefore
attention to course material. '

Increasing retention

Research indicated that as learners make connections between new information
and their own knowledge, retention increases. Some questions are more
effective at generating the reflection, processing, and connections necessary o
learning than are others. The two major categories are open- and close-ended
questions. Open-ended questions solicit more feedback and interaction.
Closed-ended questions are useful to control talkative participants and to bring
closure to key points.
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4083

4. Question and answer sessions

Prepare—anticipate questions
Prime the pump
Keep to the point and be brief

Don’t worry if you don’t know
the answer

D. Use of humor
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4, Question and answer sessions -

Question and answer sessions allow you to address specific concerns of your
group, to clarify your main points, and to learn from the audience.

a. Prepare—anticipate questions

Preparation will help you. Try to anticipate the kinds of questions your
audience will ask as you go through the lesson plan. If you have trouble, ask
someone who has taught the course before.

b. Prime the pump

During a question and answer session, let the group know what kinds of
questions are appropriate. When you have opened the session up for
questions, allow the group some time to come up with a questions. Try to
become comfortable with a pause. If you still don’'t get a question, you may ask
a question yourself. "| was wondering how this applied to your specific
situations..."

c. Keep to the point and be brief
d. Don't worry if you don’t know the answer

Do not worry if you don’t know the answer. You can throw the question out to
the audience and let them share their experience, offer to find the answer to the
question (make sure you follow up if you do), or state that the question is
outside of the scope of the presentation (if it is). Use active listening to clarify
unclear questions. Break complex questions down into parts. If a question
seems hostile, the best approach is to ignore the hostility and focus on the
question. Deal with the hostility privately if it appears to be a problem.

D. Use of humor

Humor is important in training; it can add interest, reduce tension, and increase
group identification. Humor should be both effective and appropriate. Humor
should support the objectives of the course, not dominate the course or
sidetrack the group. Humor is never the point, always a method. Humor
should always be used appropriately. Be aware of, someone who could be hurt
or offended by what you may be saying, or reflecting poorly on the EMS. Self-
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. Conduct activity E. Activity 8.3—Mini-Presentations

Refer students to Activity 8.3 1. Refer to Activity 8.3 in Appendix A
in Appendix A. Go over the and prepare individually

directions with them and

encourage them to have fun 2. Use the Presentation Checklist in
with the presentations. Appendix B as you observe each
Provide guidance to trainees presentation

individually as they prepare.
3. Relax and enjoy the practice
Have class members use the
Mini-Presentation Checklist in
Appendix B as they observe
each presentation.

After each trainee completes
his or her presentation, debrief
them. Ask what they thought
they did well and what they
would like to work on for their
final presentation. Then pass
them the checklists so they
can learn from the feedback of

others.
410
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deprecating humor is generally the safest, although too much of it may injure
your credibility with the group.

E. Activity 8.3—Mini-Presentations
Refer to Activity 8.3 in Appendix A for details about this exercise. Be sure to
use the presentation evaluation forms to familiarize students with their use prior
to the final presentations and allow practice in observation and scoring. This

exercise should provide feedback to students about things they may want to
work on and serve as an interim evaluation.

BEST COPY AVAILABLE
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e] Display OH #8-8
N

F. Facilitation

G. Presentation guidelines

Refer students to the Student Llg 1=
Presentation Evaluation Form PRESENTATION GUIDELINES
in Appendix B and note the
imi H H * State objectives * Answer questious
Slmllanty b.etween the Items « Gain attention * Show enthusiasm
and the pOIntS on the * Be organized e Maiutain control
overhead transparency. Te" * Use training aids « Be flexible
. . * Know your material < Be yourself
students that this form is the
one that they will use to
evaluate each others’ final
presentations.
.n ‘.
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F. Facilitation

Facilitation is the art of managing a process among patrticipants. Facilitation is
generally used during group discussions or processes to help the group work
together to find solutions. Successful facilitation tries to make itself obsolete by
providing groups with the skills to manage itself. Facilitation relies on active
listening, close observation of group dynamics, and restraint. It can be
tempting to jump in and solve a group’s problem or point out where the group
should be going. Good facilitators give groups room to test out ways of working
together. Ground rules agreed on by the small group will help them to manage
their own processes.

Refer to Lesson Two, Instructor Roles and Responsibilities, for more
information about facilitation skills.

G. Presentation Guidelines

‘ 1. State objectives

Let participants know what they should expect to get out of the instruction.
Continue to reference these objectives throughout your presentation. This
helps students to mentally organize the material you are presenting. It also
increases student satisfaction when it becomes clear that the stated objectives
were met.

2. Gain the student’s attention

Many methods may be used to gain the student's attention, e.g., telling a
relevant anecdote, posing a unique situation, or asking how they would solve a
problem. Once you have gained their attention, you must then maintain it
throughout the entire lesson. After about 15-20 minutes of presentation, it is
essential that the student be reinvolved in the learning process. Use the
various instructional methods described earlier in the lesson, such as
questioning, brainstorming, or demonstration to keep students active in the
learning process.

3. Be organized

Present material in a logical sequence, building from foundatlonal concepts.
‘ Have the necessary materials at your fi ngertlps
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4.  Use training aids

People learn better when more than one sense is stimulated. By using
pertinent, well-designed aids, comprehension and retention will be enhanced.
In addition, multimedia materials add variety to the learning experience.

5. Know your material

This item is important. Your credibility and student attentiveness go hand in
hand.

6. Answer questions

This has two parts. First, always respond to student questions, even if they
seem irrelevant. Never ridicule. If a question appears to be out of scope, say
something like, "Let's see how this relates to what we've been discussing." if a
question is too broad or tangential to the discussion, it may have to be

‘ deferred. When you have responded to a question, make sure you were on
target and complete.

The second part is the reality check. Get an accurate read on the effectiveness
of your presentation by asking questions of the students. Direct questions to
students at times. This forces participants to process the material and put it to
use, and lets you evaluate individual comprehension. Give the student time to
think through the question and come up with an response before you jump in
and answer it yourself.

7. Show enthusiasm
Be enthusiastic about the material and enthusiastic in your delivery.

8. Maintain control
It is your responsibility to target objectives and keep the discussion on track.

9. Be flexibie

Being well-prepared means you have an outline and follow it. However, the
needs of your students may require flexibility in timing and instructional

‘ strategies.
415
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. Summary

References

416 '

. 8-26 The EMS Instructor Training Program: National Standard Curriculum
- National Highway Traffic Safety Administration, 12/95




ADDITIONAL INFORMATION

10. Be yourself

You may admire certain speakers for their flair or competence. Don't try to
imitate them; it doesn't work. Instead, try talking to students as if they were
your neighbor or friend. This can help you to relax and make your delivery
more effective.

lll. Summary

This lesson presented an overview of instructional strategies and methods, their
advantages, disadvantages, when to use them, and how to use them. It also
addresses instructor skills, such as effective communication, questioning, and
presentations, and provides students the opportunity to practice those skills.
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DESIGN AND USE OF MEDIA

Training Delivery Options

Media Selection

Principles of Design

Teaching Aids —Prepared and Spontaneous
Getting Started —Design Your Own Teaching Aids

A A A A A
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OVERVIEW

Introduction

Suggested instructional time for this lesson: 1.5 hours

This lesson presents different media options to incorporate into your lesson
presentation. You will learn what media is available, how to select and design
appropriate media, and be given information about different types of equipment.

Lesson Objectives

Through group discussion, question and answer sessions, and small group
activities, the EMS instructor trainee should be able to:

List four steps in the media selection process

List three purposes of media decisions

Select appropriate media to achieve instructional objectives
List five components of a lecture box or AV tool kit

Materials Needed

Overhead projector and screen
Flipchart (prepared objectives)
List of media resources

Blank transparencies, markers

Sample demonstration props, posters

EMT-Basic Lesson

Audiovisual Equipment (optional)

Slide projector/slides
Film projector/film
Laser pointer

LCD Display panel

Instructional Strategies

Lecture

Discussion

Question and answer
Visual Aids
Demonstration (if needed)
Practice (if needed)

TV/VCR and videotape
Video camcorder
Audiocassette player/tape
Computer generated
projection equipment/demo

This audiovisual equipment is optional and should be provided and/or

demonstrated depending availability and the needs of the students.

The EMS Instructor Training Program: National Standard Curriculum
El{llc National Highway Traffic Safety Administration, 12/95
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INSTRUCTOR NOTES

LESSON PLAN

Go over the objectives, using
a flipchart prepared before
class. Then post the page
visibly in the room.

Display OH #9-1

This section is intended to be
a quick overview of the many
training delivery options
available today.

Encourage students to read
the Additional Information
provided for more in-depth
coverage of the topic.

Lesson Objectives

I Training Delivery Options

TRAINING MEDIA

e Printed Material

« Presentation Aids

« Film/Video

« Aaudio Tape

« Computer-Based Training
« Teletraining

« Correspondence Courses

Modia wo-t
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ADDITIONAL INFORMATION

I.  Training Delivery Options

One of the most interesting and challenging decisions in the instructional
design process is the selection of the medium or media to use to deliver the
instruction. Over the last ten years, the options for media used for training
purposes has increased significantly. A variety of high-end, technology-
based training media are available. However, "high-tech" does not mean
better. Appropriate media are determined by a number of factors which must
all be considered for "best fit" solutions.

Classroom instruction (instructor-led) is comprised of standard instructional
techniques, such as lecture and slide presentations, which can be enhanced
by employing some of the instructional strategies you learned about in
Lesson Eight. The primary advantage of instructor-led training is face-to-face
interaction. Disadvantages include travel costs to delivery sites, accessibility
to a far-flung student population, and course standardization.

Standardization is affected primarily by differences in individual teaching

‘ styles and experience levels.

Teletraining is delivered as a video broadcast to remote locations via satellite.
Basic teletraining involves transmitting a presentation, either live or taped, to
remote locations with one-way audio and video. Student responses are
typically mailed. Teletraining systems are becoming more sophisticated and
increasingly simulate a regular classroom environment. Instructors are
viewed on large screen televisions, and two-way audio (each student has a
microphone) is common. Hand-held devices allow students to input simple
responses, or to signal a desire to ask a question or provide a comment.
Sometimes instructors will hold on-line office hours or, by using Bulletin
Board Service (BBS), instructors can post questions and hold on-line
discussion groups.

Computer-Based Training (CBT) provides self-paced, individualized training
using a computer to deliver the instruction. CBT can be designed to
accommodate students of varying experience levels. Although substantial
development costs are typical, CBT provides standardized instruction that
proves cost-effective when used repeatedly by large numbers of students in
many locations. Another computer-based training option involves fully
equipped learning resource centers, which enable instructors to present
material to students seated at workstations around the room via a networked
. client-server system. Depending upon the design, students can work

1 The EMS Instructor Training Program: National Standard Curriculum 9-2
EI{IC National Highway Traffic Safety Administration, 12/95
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INSTRUCTOR NOTES LESSON PLAN

Display OH #9-2 Il. Media Selection

A. Media, Methods, and the Message

R A

INSTRUCTOR MEDIA w LEARNER

METHOD

THE MEDIA
carries the message

Modia

B. The purpose of media decisions

Display OH #9-3 1. Emphasize

T
Jl..'a.

CONTRAST
attracts
attention
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ADDITIONAL INFORMATION

individually or as a group, using the networked system. This is used most
often in training on computer software.

Correspondence courses also provide self-paced instruction. Correspondence
courses are typically paper-based but can include CBT and video
components. |f students have questions, there is generally an instructor or
designated subject matter expert who can be reached via telephone or mail.
Correspondence courses are excellent for teaching students in remote areas.
However, students do not have the advantage of face-to-face time with the
instructor or sharing knowledge with other students.

Media Selection
Media, Methods, and the Message

The word media is derived from a Latin word meaning "between" and refers
to anything that carries information between a source and a receiver—for our
purposes, the instructor and the student. We’re differentiating here between
the media that carry the message, the message itself, and the methods used.
The message is the course content. The instructional methods are the
context in which the message is communicated —those processes that the
instructor selects to help learners achieve the course objectives.

Instructional media are selected to help students understand the message.
They facilitate communication by making the content more easily understood.

The purpose of media decisions
Emphasize

A primary concern of the instructor should be to ensure that visual cues
guide students to important concepts and make essential material stand out.
This can be accomplished through the use of headings, wide left margins
with limited text, boldfaced headings, italics, and larger typeface. A tip:
underlining text is not recommended; it has little impact on retention and
interferes with the student’s own processing and categorizing of the
information. Emphasize important ideas; don’t force the reader to search for
key points. Refrain from using capitals to highlight because they are difficult
to read; capitals can be used effectively in short headings.

The EMS Instructor Training Program: National Standard Curriculum ] 9-3
El{llc National Highway Traffic Safety Administration, 12/95
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INSTRUCTOR NOTES LESSON PLAN
NOTE: Provide EMS or 2. Organize
service-specific examples of a
variety of media, such as 3. Clarify

posters, handouts, checklists,
slides, and overheads. Use
these examples throughout
the lesson to illustrate how
media can emphasize,
organize, and clarify.

For example, a bottle of
poison with a
skull/crossbones or the
crossed-out circle symbol and
the word "WARNING" in red
could be used to demonstrate
how to emphasize important
points with a picture and the
use of color.

Or, display the instructor
guide and show the use of
pictorial icons to cue
instructor actions.

440
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ADDITIONAL INFORMATION

Organize

Use visuals to present material in an organized manner to students. Provide
diagrams and flow charts of sequential steps if appropriate. Research
indicates that adult learners benefit from an exercise in which they are given
printed material and then are asked to generate their own "graphic
organizer." This could be a simple outline, labelled clusters of circles, flow
charts, graphs, etc.

Effective organization of material is essential to learning. Material should be
reviewed to determine if there is a clear focus to each section. In terms of
writing style, start all sections with an introduction, and all paragraphs with a
topic sentence. Label text so that readers can locate the information they
need.

Clarify

A prime instructional objective is clarity; it is the cornerstone of
understanding. The media you choose should clarify difficult concepts. For
example, the use of a pig heart dissection when discussing the cardiovascular
system clarifies concepts that may be difficult to understand with words
alone. Remember back to the "apple" exercise in Lesson 4. Symbolic
representations of concepts, such as words, are not as effective at getting
the point across as the real thing.

To be sure that your teaching aids aren’t confusing, follow these rules:

8 Keep your writing style simple
8 Provide ample white space
®  Highlight important ideas with color, boldface, or italics
® Use a typeface that is easily read
® Eliminate hyphens
8 When using technical terms, include definitions
® Always spell out acronyms on first use, and again for new sections
The EMS Instructor Training Program: National Standard Curriculum 9-4

National Highway Traffic Safety Administration, 12/95

441



INSTRUCTOR NOTES

LESSON PLAN

Ask a question

What are other considerations
when determining the best
media to use?

C. Factors that affect media decisions
1. Resources of the training site

2. Expertise and production
capabilities

3. Flexibility, durability, and
convenience

4. Cost effectiveness

The EMS Instructor Training Program: National Standard Curriculum
National Highway Traffic Safety Administration, 12/95
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Factors affecting media decisions
Practical considerations will always be a factor in media selection.

Resources of the training site

An important factor in media selection is the projected availability of various
media in the environment in which the instructional package will be used. If
the materials will be used in the learning resource center of a public school,
community college, or university, then a whole array of media devices will
probably be available. However, if the package is designed for home study
or use in a community center where this equipment is not likely to be
available, then you must either find a way to make the equipment available or
limit yourself to paper-and-pencil types of instructional materials.

Expertise and production capabilities

The ability to manage the media which you incorporate in the instructional
package is also a concern. There is a "learning curve" that must be factored
in if you choose unfamiliar equipment. The ease and costs of production are
also factors.

Flexibility, durability, and convenience

The flexibility, durability, and convenience of the materials are other factors.
Is the equipment found only in a learning center, and is there a learning
center available? Is it open during hours when students can use it for
independent study? Are the materials and equipment transportable?

Cost effectiveness

Another factor is cost effectiveness. This should be evaluated over the term
of expected use, for one medium compared to others. Some materials may
be initially more expensive to produce in one medium than another, but these
costs may be equalized when you consider how the costs will be amortized
over a large number of students or a long period of time. It might be cheaper
to videotape a presentation for a large group of students to view again and
again as needed, which frees the instructor to work with small groups of
students or to help individuals solve problems.

The EMS Instructor Training Program: National Standard Curriculum 9-5
National Highway Traffic Safety Administration, 12/95
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INSTRUCTOR NOTES

LESSON PLAN

Display OH #9-4

Show examples of design
elements applied to text such
as boldface, type style,
italics, size, and the use of
color.

Ask a question

What impact do these design
elements have on learning?

Highlight key points
Clarify confusing concepts
Enhance retention

|
|
|
® Organize material

D. The media selection process

T e

EVALUATION PROCESS

* Review objectives

« Determine options

* Determine feasibility

« Select "best fit" media

lll. Media Design
A. What are design elements?

1. Definition

2. Instructional value

441
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ADDITIONAL INFORMATION

D. The media selection process
The media selection process should be rooted in the course objectives. Some
media are more effective for teaching cognitive objectives while others are
more effective for psychomotor skills. Consider the targeted learning
domain, the methods of instruction, and what media will best help learners to
understand the course content.

lll. Media Design
Message development and design entails creating and combining design
elements in a pleasing, understandable manner in order to capture interest
and convey information effectively.

A. What are design elements?

1. Definition
The use of design elements, such as boldface and italics, can increase the
impact and instructional value of words. Font selection, size, and
color—those things that affect the appearance of text—are all examples of
visual design elements.

2. Instructional value
The instructional value of visuals, in the form of photographs and slides,
graphics such as pie- or flow- charts, cartoons, and design elements such as
lines, boxes, shapes, highlighting, and the use of color has been extensively
investigated.
These visual "cues" have proven effective in grabbing the learner’s attention,
helping he or she to process information and understand it, and increasing
what is remembered of the content. In order to develop messages that
communicate effectively, instructors must deal with both the message itself
and the design elements that, if properly applied, can increase learning.
Research related to learning from visuals indicates that relevant pictures or
drawings help learners to understand and recall the content of verbal delivery
or printed text. For example, graphics, pictures, or drawings presented prior

The EMS Instructor Training Program: National Standard Curriculum 9-6



INSTRUCTOR NOTES

LESSON PLAN

Emphasize to the Instructor
Trainees that all teaching aids
should be reviewed prior to
class to determine if they are
legible, consistent, and
directly relevant to the
presentation.

Don’t get hung up on these
concepts. Have students
read the Additional
Information outside of class,
and then get on with the
business of hands-on
production of supporting
media for the Final
Presentations.

Students may need guidance
in how to obtain or produce
the media that they need.
They may also need practice
in the use of media.

B. What factors should be considered in
media design?

1. Legibility

445
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to instruction, known as advanced organizers, provide a context for the
information that follows. This helps learners to organize information and thus
aids cognitive processing.

Visual aids play an important role in studying specific subject matter, for
example, the medical diagrams that are so much a part of EMS instruction.
Visual aids promote learning by providing a visual representation of the
system with labelled components, versus a text-only description of the
material.

As an instructor, use as many visual representations as are appropriate. If
the image helps to convey the message better, use it.

What factors should be considered in media design?

Three important factors to consider when evaluating or creating media are
legibility, consistency, and relevance. These factors should then be
evaluated in the light of the overall purposes to be accomplished, e.g., to
organize, clarify, or emphasize particular content.

Legibility

As stated, media is used to clarify content. This is only possible if the
material is easy to read. Different things affect legibility, such as color, size,
and complexity.

Color. The following color combinations are listed in descending order of
legibility: Black on yellow; green, red, or blue on white (clear film); white
(clear film) on blue; black on white (clear film); yellow on black.

There is a physiological reason for differences in perception based on color
that have to do with how colors are focused in the human eye. Warm
colors, such as red and yellow, seem to approach the viewer, while cooler
colors, such as blue and green, recede. Instructors can capitalize on this
tendency by highlighting important points in red and orange.

Size. The size of the letters used should be easily read when used as
intended. For example, billboards use very large text, because they are
meant to be read by the passengers of cars whizzing by at 65 miles per hour.

The EMS Instructor Training Program: National Standard Curriculum 9-7
National Highway Traffic Safety Administration, 12/95
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INSTRUCTOR NOTES

LESSON PLAN

Ask a question

Does anyone have any
questions about what we've
discussed so far?

Relate consistency to the
principle of unity discussed in
the next section. The
consistent use of certain
visual cues helps learners to
make sense out of complex
subjects. Furthermore, if you
show a training film, the
message should be consistent
with your presentation.

2. Consistency

3. Relevance

The EMS Instructor Training Program: National Standard Curriculum
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ADDITIONAL INFORMATION

Likewise, transparencies are often meant to be read from the back of a large
lecture hall. Be sure that the text is large enough to be read easily.

Amount of material. The amount of material should fit the media selected.

A textbook page, designed to be read, can have fairly small print and a
variety of fonts. However, for overheads, meant to be projected in a
darkened room to a group of students, a good guideline is 7 lines of text in a
clear, easy to read type style. Posters designed to be mounted on the wall
and read at leisure can include diagrams with a great deal of detail.
Motivational posters, on the other hand, should have a limited amount of text
with eye-catching pictorial or graphic elements.

Consistency

Consistency ties related elements into a coherent whole, thus creating unity
and balance. If you use boldface headings in one section, continue the
practice throughout, so the reader will be able to predict the significance of
the visual cue. Additionally, supporting media should be consistent with
primary course materials. Instructors should determine if there are any
inconsistencies and be prepared to address them.

Relevance

The principle of relevance has to do with making sure that supporting media
specifically pertain to course content. Instructors should review materials,
such as videos, and evaluate the content in terms of lesson objectives. The
significance of the content presented via supporting media should always be
a consideration. Use supporting media deliberately, to emphasize key points.

449 ,
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INSTRUCTOR NOTES

LESSON PLAN

Ask a question

What design elements are
used in these instructional
materials that apply the
principle of unity?

® Consistent header, set
apart in a gray box

® Consistent use of boldface
and larger type

® Page numbering

In addition to the overhead,
show an example of a

service-specific poster,

overhead, or slide that shows
a balanced design. For
example, a front and back
view of a skeleton is an
example of a formal,

symmetrical, balanced design.

Many posters use an
asymmetrical, or informal
balance. This is because this
arrangement is often more
visually dynamic.

C. Principles of Design

1. Unity

2. Balance

of L2

450
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ADDITIONAL INFORMATION

Principles of Design
Unity

Unity is achieved by using related or repeated themes, colors, shapes, and
types and formats of graphic elements, such as lines and boxes.

Eliminate nonessentials; do not clutter your design with extraneous
information, whether verbal or visual. When developing your message,
organize the information into distinct categories with a clear focus, so that
you communicate only one idea at a time.

Balance

Balance describes the pattern of the elements in the visual. It engenders a
psychological sense of equilibrium. The "weight" of the elements should be
distributed equally on each side of an axis, vertical and horizontal.

Balance can be achieved with symmetrical or asymmetrical arrangements. In
most cases an informal, asymmetrical arrangement is more interesting and
dynamic, and is especially suitable for posters and graphics. Aim for a rough
equivalence of weight, but use diverse elements. For example, one large
open square on one side, three dark circles on the other. Predictable
patterns, such as regular geometric shapes, provide a convenient framework
for screen design, as do arrangements that approximate certain letters of the
alphabet, suchas C, O, T, and S.

4.

451
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INSTRUCTOR NOTES LESSON PLAN

Display OH #9-6 3. Perceptual impact of different
and #9-7 designs

DIAGONAL
LINES

imply movement
and action

B B e e 'ca
’-mJ ......................................................................................................................... t’
1
[ — 1] L ]
PATTERN
provides stability
and balance
17 SO =
Moha -7
4
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ADDITIONAL INFORMATION

3. Perceptual impact of different designs

The perceptual impact of pictures, colors, etc., is considerable. Be sure that
the impact is consistent with your message. For example, if you are
attempting to attract volunteers to a fund-raising barbecue, bright colors, fun
graphics, and bold text correspond with the message. However, if you are
encouraging employees to take part in a stress reduction workshop, a more
formal, symmetrical arrangement and soothing colors will impart a sense of
serene tranquility.

@ 153
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INSTRUCTOR NOTES

Display OH #9-8

NOTE: This is a quick
overview of prepared
teaching aids. If possible,
have students read reference
9-1 before class so that you
can focus on preparation,
practice, and student
questions/concerns.

| Ask a question

Does everyone know about
EMS media sources?

m Textbooks
(Brady, Mosby, Saunders)

® American Heart
Association

® Red Cross

® |ocal sources

LESSON PLAN
IV.  Teaching Aids
A. Prepared vs. spontaneous
B. Prepared Media
Llg e
PREPARED MEDIA
* Printed material
* Presentation aids
* Films/video
* Aundio tape
¢ Simulation/props
¢ Computer-based programs
El AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA f:
451
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ADDITIONAL INFORMATION

IV. Teaching Aids
A. Prepared vs. spontaneous
Some media are prepared completely prior to class; others are created as part
of a discussion or activity. Prepared media necessarily have static content
until updated outside of class. With spontaneous media, the instructor will
have specific content in mind, but the process is flexible and creative.
B. Prepared Media
Prepared media offer the advantages of allowing time for preparation in
advance of presentation and the ability to target specific content.
Development time allows the instructor to create polished, complex materials
that reflect exactly those points he/she considers vital.
Refer to reference 9-1, Training Media, in Appendix B, for in-depth
information about a variety of prepared media.
A oy
499
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INSTRUCTOR NOTES

LESSON PLAN

Display OH #9-9

Ask a question

What instructional purposes
are accomplished through
spontaneous creation?

® Student input

B |ncreased investment

® Sense of directing
outcomes

C. Spontaneous Media

1. Overview

sF 5
SPONTANEOUS MEDIA
* Boards
* Flipcharts
¢ Transparencies
o I
Mcdin »y
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C. Spontaneous Media
1. Overview

Interactive creation, or the process in which an instructor solicits input from
students while employing an instructional aid, is valuable for a number a
reasons. First, the students become invested; their thoughts are being
incorporated into the product. They have a sense of directing outcomes; this
is particularly attractive to adult learners. Spontaneous creation works well
when a variety of subjective interpretations are possible, or when the
applications are endless. Still, instructors should keep in mind that
interactive creation should be directed by course objectives. You should be
prepared to complete the process by filling in specific points, or by guiding
the discussion so that all significant elements are addressed. We will discuss
three basic types of spontaneous media.

Boards. Both traditional chalkboards and "whiteboards,” which are used with
special erasable markers (adds color), offer large work spaces for creating

. diagrams, outlining major concepts, flowcharting processes, or in other ways
reinforcing lecture material. Instructors have the option of distributing printed
handouts, but the immediacy and movement of spontaneous creation adds
energy to a class discussion. Information can be left up to the class while
other aids, such as transparencies, are being used to develop other points.
This allows students time to absorb and record material.

Flipcharts. Flipcharts do not allow as much space as boards, but they do
have the advantage of creating a permanent record. Pages can be saved and
used later, perhaps in a group activity to further develop concepts, or they
can be displayed around the room to continually reinforce key ideas. They
are transportable. To ensure everyone can see the flipcharts, this medium is
best used in groups of no more than twenty to thirty.

Transparencies. Transparencies can be used to record student input in much
the same way as a flipchart. They are usually easy for everyone to see.

Practice using a variety of spontaneous media in your classroom instruction.
This keeps interest and involvement high.

®
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INSTRUCTOR NOTES

LESSON PLAN

Customize this activity to
meet the needs of your
students.

D. Activity 9.1 —Create Your Own Media
1. In-class preparation time
2. Additional preparation

3. Demonstration and practice

n
(]
s}
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D. Activity 9.1—Create Your Own Media
1. In-class preparation time

Have the class divide into groups of three. Using the EMT-Basic lessons,
group members will help each other in the creation of teaching aids to
support lesson content. Encourage diversity, creativity, and valid application
of learning theory, etc.

Develop your message. Have each individual write down the key information
or skills that must be communicated.

Discuss with your peers. Obtain feedback from the group. Often
brainstorming can generate unique and creative design concepts.

Layout design. Each student should develop one piece of supporting media

each, such as an overhead, chart, poster, or checklist. Instruct them to

present a draft to the group members. Encourage positive and corrective
‘ feedback.

2. Additional preparation

Students must create or acquire supplemental media in presentation form for
their assigned EMT-Basic lesson. Provide media resource information,
supplies, and in-class work time as needed.

3. Demonstration and practice

Media that is cumbersome to use, or that is used ineptly, distracts from
learning. Instructor Trainees should become comfortable operating
equipment and practice writing on boards and flipcharts prior to their
presentations. They should try operating equipment prior to class and make
sure transparencies are labelled clearly and stacked in order.
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LESSON PLAN

Display OH #9-10

The amount of equipment
demonstration and student
practice required will depend
entirely upon the students’
experience, which is likely to
vary within the group. It may
be more convenient to
arrange for an additional
practical session, or perhaps
the media resource center can
give demonstrations,
depending upon the
institution.

Wrap this section up with an
overview of how to get ready
to teach.

V.

Equipment

A. Types

Cl 5
TYPES OF EQUIPMENT

* Projectors: overhead, slide, film
« TV/IVCR

« Computer-generated displays

* LCD display

s Laser pointer

* Aodio cassette recorder

Moda 9-10

B. Getting ready to teach

1. Put Together a "Lecture Box"

e
e
<o

The EMS Instructor Training Program: National Standard Curriculum

National Highway Traffic Safety Administration, 12/95




ADDITIONAL INFORMATION

V. Equipment
A. Types

Projectors: Overhead, Slide, Film, sample media
TV/VCR, sample videotape

Audio Cassette Recorder, sample educational audiotape
Computer-generated projection equipment and demo disk
LCD Display, sample graphic

Laser Pointer

The focus of the equipment portion of the Media lesson should involve
preparations for the Final Presentations. Students who are unfamiliar with
the equipment they will be using should be given a demonstration and an
opportunity to practice.

If time limitations allow, provide a demonstration of the newer technologies,
such as computer-based instruction/presentation equipment. These
innovations are becoming more readily available and may be of interest.

B. Getting ready to teach
1. Put together a "Lecture Box"

Whether teaching locally or at a distant site, it pays to have the materials and
equipment you will need when lecturing organized in one convenient place,
ready to go, in easily transportable storage. Ideal for this purpose is a hard
plastic box with a handle, such as those designed to hold hanging files.
These are available at office supply stores, and although large enough to hold
all of the materials suggested here, they still qualify as carry-on luggage on
airplanes.

Include speaker’s notes and any handouts or references for the class.
Suggestion: keep notes in a 1/2 inch three-ring binder to prevent disarray if
dropped. Any information about the lecture location, contact names and
phone numbers, course flyers and directions can be placed into a labeled
hanging file folder. A carousel of slides (two will fit if some other items are
eliminated) is a necessary addition for many presentations. It is a good idea
to include a mini slide viewer for a last minute check of slides prior to class.

The EMS Instructor Training Program: National Standard Curriculum 9-14
National Highway Traffic Safety Administration, 12/95




INSTRUCTOR NOTES LESSON PLAN

2. General media supplies

VI. Summary

References
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ADDITIONAL INFORMATION

VI.

One frequent lecturer, the source of the "Lecture Box" concept, suggests
including hemostats to separate stuck slides.

You might consider including a kitchen timer to place on the lectern to keep
track of time, and a small, battery-operated reading light for unlit lecterns. A
handheld tape recorder allows you to tape your lecture and review it later for
self-evaluation. Listening to the tape would be a good way to prepare when
lecturing again on the same subject. Be sure to include batteries for all
equipment, and spare light bulbs (for overhead projector). Finally, a
retractable pointer (or laser pointer if you have one) is indispensable.

In addition to the items suggested above, it is a good idea to be prepared for
any eventuality when using a variety of media. For an AV Tool Kit, include a
heavy-duty extension cord and a small case of tools. Screen cleaner and lint-
free wipes come in handy.

General media supplies
Here are some additional items to have on hand:

Chalk and colored markers

Whiteboard markers, a board cleaner, and cloths

Thumb tacks, tape (for attaching flipchart pages to the walls)
Batteries

Light bulbs

Summary
This lesson presented the types of media available, how to select and design

media, and how to use various types of equipment. Media is a valuable tool.
It provides variety to your presentation, and helps keep students "tuned in."
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LESSON PLAN DEVELOPMENT

10

Overview

Components

Examples of Lesson Plans

Getting Started —Develop Your Own Lesson Plan

A A A A
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OVERVIEW

Suggested instructional time for this lesson: 2 hours

Introduction

As an EMS Instructor, you will teach courses that use different styles of lesson plans.
It is important that you are familiar with the variety of lesson plans that you may
encounter, and that you recognize the basic components of an effective lesson plan.

Lesson Objectives

Through group discussion and question and answer sessions, the EMS instructor
trainee should be able to:

State the purpose of lesson plans

Identify the seven major components of a lesson plan

Describe the importance of each lesson plan component

Incorporate the seven major components of a lesson plan when adapting or
creating an individual lesson plan from the EMT-Basic curriculum.

Materials Needed

Overhead projector and screen

Flipchart and markers

Appendix B

Development materials identified in previous lessons

Instructional Strategies

Lecture

Discussion

Question and answer
Visual aids

Individual activity
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INSTRUCTOR NOTES

LESSON PLAN

Go over objectives, using a
flipchart prepared class.
Then, post the objectives
visibly in the room.

Display OH #10-1
.

Ask participants for their
definitions of a lesson plan.

Ine
Refer to handout

Ask students to take the
Sample Lessons out of
Appendix B; we will refer to
them throughout this lesson.

Lesson Objectives

Lesson Plan Overview

A. Definition

=}

L3

J.J...

LESSON PLAN DEFINITION

e "Blueprint” ﬁ'ir teaching
e Method of organizing

- content,

- materials,

- equipment, and

- resources to ensure lesson effectiveness

)

Lesson Plan Developmen

B. Types
m Scripted
m Outline

C. Examples
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ADDITIONAL INFORMATION

Lesson Plan Overview
Definition

A lesson plan is the "blueprint" for teaching a lesson. It is a method of
organizing content, materials, equipment, and resources in such a manner as to
ensure the outcome of training.

Types

The lesson plans that you will work with in courses provided by NHTSA range
from those that are fully scripted, i.e., all the detailed text is provided, to those
that are only outlines of the content that you will instruct. Both options allow
you the flexibility to tailor the instruction to best meet the needs of your
students.

Examples

During this lesson, we will use examples from the EMT-Basic: National
Standard Curriculum and the Emergency Vehicle Operator Course
(Ambulance) to demonstrate the differences and similarities in the two main
types of lesson plans that you will encounter. Sample pages from these two
courses are included in Appendix B.
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LESSON PLAN

Ask a question

Are any of you familiar with
either course? Tell those that
are that you will be drawing on
their experiences throughout
the lesson.

Q‘II Display OH #10-2
N

Tell participants that we will
discuss each component in
detail.

Ask a question

Ask participants to review
pages 3-8 and 3-9 of the EMT-
Basic course and page 2-1 of
the EVOC course and
compare the objectives.

Generate a class discussion
on the differences between the
two approaches.

. Lesson Plan Components

LESSON PLAN COMPONENTS

 Objectives
* 